2006

STISets KY

Start of Year Procedures

STI



This guide was created jointly by STI and the Kentucky Department of Education.

Information in this document is subject to change without notice. Student and school data used herein are fictitious
unless otherwise noted.

© 2000-2006 Software Technology, Inc. All rights reserved.

The contents of this document are the property of STI. This information is intended for users of the STI suite of products
only. Reproduction or redistribution of these materials to anyone other than STI customers or users of STI Software is
prohibited without prior written consent from STI.

Microsoft, Windows and Word are registered trademarks or trademarks of Microsoft Corporation in the United States
and other countries.

Other product and company names herein may be the trademarks of their respective owners.

Software Technology, Inc.
4721 Morrison Drive, Suite 200
Mobile, AL 36609-3350
1-877-844-0884

This document was last modified on June 21, 2006. Any subsequent changes made to the STI applications described
herein will be discussed in the release notes that accompany each product’s update.



Contents

Start of Year Procedures 1
STISets Student Desktop - Student Folder — Base Information Screen.........c.cccoecvvvvvvvvnnnnne. 1
ASSIgN Student Process DESKLOP.......ucveieieriererr sttt sreere e 5

ASSIgNING the STUAENT PrOCESS......c.eiviieiiitirieiiiie ettt 5
STUABNT DESKLOP ...ttt bbbt b e et b e bbbt bbb et ebenn b sne e 6
Navigating the Browse Box in Student DesKtop ..........cccveviireiiineiniecseecins 6
Student DESKEOP FEALUIES ........ciuiiiiieiiiie ettt ettt e se 7
Maintaining Special Education FOIAErsS. ..o 7
STIOffice Information in Student DESKIOP ......ccceeriiiiiiiniie e 7
Student DeSKLIOP REPOIS ......cviiviiiiiiiiecieiiertes et s be e e e s saesresre 8
Student Desktop Browse BOX FIlter..........ccccvviiiiiiiiieiiciesc e 8
Parent CONLACE ICON .....ueiiiiiiieiee e s 11
STIHEAIN ...t 12
Generating Special EUCAtION FOIMS........cccoviieieiirece e 12
Form Options in Student DESKLOP ........covviirieiiiiieiie e 12
Processes and Related FOIMS ........covoeiiiiieiiciceee e 13
IEP Form / Creating an IEP ..ot 15
IEP Data Entry (POSE-CrEAtION) ......ceeiiieieiie sttt sttt e sne s 19
SPEI CRECKEL ...t e 19
IMAIN IMIBNU ...ttt b bbbt e s e e e e e nbe e 19
Present Level of Educational Performance..........ccocovviveiienninieneieeseneese e 20
SPECIal FACIOrS: IEP ....c..oviiie ettt e 21
ANNUAL GOAIS: TEP ..ottt ettt 22
Specially DeSIgNed PE: IEP ........cccooi it 23
SAS: IEP bbbttt 23
Modifications/Accommodations: 1EP ........cc.ccoeiiiiieiiieneieieneese e 23
LRE/SEIVICES: IEP ..ottt sttt nee e sne s 24
TFANSITION: TEP <.t sa et nne s 25
Saving 1EP MOIfICALIONS. ........covciriiiiiiiisic e 25
Tracking 1EP INfOrMation. ........cccooiiiiiiie e 25
Printing IEP INFOrMAtiON ........ooiiiiiii et 27

Reports 28

STUABNT REPOIES. ...ttt bbb et b bbbttt b et sb et b 28
Student REPOItS OPLIONS......c.ciiiiiiiiieiieiee e 28
Child Count Utilities 32
Child COUNE DESKEOP «..veuvevieteiieiesie ettt st sttt st sttt sttt 32
Generating December 1 Child COUNt .........ccooiiiiiiiiiiie e 32
Child CouNt ErTOr REPOIES.......cciiierieiiieiieiisieieie ettt eens 33
ULHTLY DESKEOP. ...ttt bbb bbbt 35
SYSEEM FIIES ..ottt 35
SCNOOI(S) / LOCALION(S) veuvevvviteneetirienieie sttt 36

2006 STISets KY

STI_0621061600 Contents e iii



Employees: Creating and Maintaining the List ...................

Viewing Employee / Contracted Worker Records

EmMployee REPOIES .....ooviiiiiiiiiiie e
Employee Student ASSIgNMENt............ccoeoereneieiencnenene.
Deleting EMPIOYEES.......cccooiieiiiiiice e
C0de DESKLOP ....eveivecieciecieicie e
Delete STAtUS.....c.eveeiiiieiseies e
ULty Program.........ccoccoiiveieiinc et

STIDistrict Sets — Medicaid

OVEIVIBW ...ttt bbbt see bbb
StUAENt DESKLOP ..ottt
Viewing Student Folder..........ccooveiiiiieiie e,
Viewing Non-Process Student FOrms.........cccccvvvvveneennnne.
View Forms for a Student.........ccocoovvveveiiiiennienenciese e
View Student(s) IEP .....cccvcveeerece e
REPOIS ..ot
Viewing Default REPOMS........cocevvvivvvvrceeeeee e
Using the Report Setup Feature.........ccoocevevevvvvivnnseenene,
Child COUNL.....ceiiiceieecee e e
Creating Child Count..........cccoerivininiiee e
Viewing Errors and RepOrts .........cccvereeeeienenenc s
EXItING REPOIT.....oiiiicieeee e
MEICAIT ...ttt b
Master Medicaid REQIStEr...........ccccvvvivircieeicie e
L Y Tor = oo S
Medicaid SUDMISSIONS..........ccvviiiiriiseneese e

Appendix A

KDE CONTACTS ...vviiiiiiciieiiiiiiee ettt

Index

iv e Contents

STI_0621061600

2006 STISets KY



Start of Year Procedures

STISets Student Desktop - Student Folder — Base

Information Screen

This data is displayed onscreen by default when the Special Education Folder is opened. Click the Base Information
button at the top of the Student Desktop menu at any time to view or edit this information.

The LRE field on the Base Information screen has been altered in STISets v9.0 to accommodate changes in the LRE
codes. The Age Range is no longer an option and the program will default to the appropriate options for ages 3-5 and 6-
21. The new LRE codes are described in the STISets 9.0 Data Standards document. The Other Placements field is no

longer displayed on the Base Information screen.

Student Desktop for: Lambert, Bella (555784210 )

STUDENT

Monday JUN 12,2006

Gender F Race 1 Date of Bith 05/01/1382 18 Grade 12

Status [ective =]
Primary Language [English =]
LRE I =l

|IEP Begin and &nnual Review Date -
December Child Count Age/Date 18 DBM0/2008

Temparary Placement Date ,—[
Refenal Date ,7
Accept Referral Date ,7
Parent Rights T
Maolice of ARC Meeting ,7
Conference Summary li
Date Enrlled [
Conzent to Evaluate/Re-Evaluate ,7
[ Eligble but Refuses Services

Date Eligible but Refused Services —

School 123

~

Primary Disability |

Case Manager |

Date of Eligibility and Ae-Eval Date
Eit Program ‘v'zar:
E it Program Description:

Permizsion ta Place

Initial Placement D ate

|EP Beginning Date

IEP Annuzl Review Date

[ Alsinate Porfalio

Motification of Age of Majority
Ineligible for Special Ed. Services
Instuctional Remedial Plan

Student Representative Date

Student Representative \

o Temporary Placement Date: If it is necessary to place the student in Temporary Services, enter the date on
which this measure will begin in the field provided.

o Referral Date: Enter the date on which the student was originally referred for Special Education services.

o Accept Referral Date: Enter the date on which the Special Ed. referral was accepted by the Committee. The

screening process begins on this date.

e Parent Rights: Enter the date on which parent rights were explained to the parent(s) of the Special Ed.

candidate.

e Notice of ARC Meeting: Enter the date on which the parents returned a signed Notice of ARC Meeting form.

e Conference Summary: Enter the date on which the Conference Summary report was created.
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o Date Enrolled: Enter the date on which the student enrolled in Special Education in the school district.

Note: If a student were to move to another school district and then return, the Date Enrolled would be
changed to the current date of enrollment. Enroliment dates do not change for students who move from
school to school within the same school district.

e Consent to Evaluate/Re-Evaluate: Enter the date on which the Permission to Evaluate form was signed by a
parent or guardian.

o Eligible But Refuses Services: Check this box to note a refusal of Special Education services. Then enter the
date of refusal. These fields are green fields with 9.0v of STISets.

o Date of Eligibility Determination: Enter the date on which the student was declared eligible to receive Special
Education services.

e RE-Eval Date: STISets automatically creates the Re-Evaluation Date by calculating three years from the Date
of Eligibility.

e Psychological Report Date: Enter the date on which the psychological report was completed.

e Vision, Hearing and Communication Test information: Use the drop-down arrows to select the dates of vision,

hearing and communication screenings. In the fields below the dates, use the drop-down arrows to select the
screening results; Passed, Failed, Cannot Test or Refused.

Note: In order for vision and hearing dates to be available in the drop-down list, these dates must have
already been entered in the STIHealth.

e Deaf/ Blind Registry: Check this box if this student is included in the Deaf / Blind Registry.
e Enrolled in Other Programs:

0 LEP: This box will be checked if the student uses English as a Second Language. This box is checked or
not checked from data provided by ST1Office LEP field.

0 ESY: Check this box if the student requires an Extended School Year.
o Migrant: This box will be checked or not checked from data provided by ST1Office Migrant field.

0 Special Transportation: This box will default to NO unless the user selects Transportation (with lift) or
Transportation (without lift) as a Related Service. If Transportation is selected as a Related Service, the
field will be marked YES.
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0 Type Special Education Transportation: If Special Transportation is selected as a Related Service, this field
will display Transportation (with lift) or Transportation (without lift).
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o0 Primary Disability: The primary disability is a green field. The disability is selected from a drop-down
field. Once the user selects the disability, the user will be asked if this disability will be the December 1
Count Disability. After answering this question, the program will open to the Disability Screen for entering
data.

0 Case Manager: The case manager for the student is selected from a drop-down box listing employees
entered in STISets. With STISets 9.0, this is a required green field.

e Permission to Place: Enter the date on which the Permission to Place form was signed by a parent or guardian.

e Initial Placement Date: Enter the date on which the student was initially placed to receive Special Ed. services.
If the student has previously been enrolled in Special Education, enter the initial date of entry.

e |EP Beginning / Annual Review Date: Enter the beginning and ending dates of the IEP. A completed IEP will
auto populate these fields.

e Alternate Portfolio: This checkbox may be defaulted from a completed IEP form or if the user does not use the
IEP form it may be manually selected in the base information section.

o Notification of Age of Majority: Enter the date on which a Turning Age Notice form was sent.

o Ineligible for Special Ed Services: Enter the date on which the student was declared ineligible for Special
Education services, where applicable.

e Instructional Remedial Plan: If a student is declared ineligible for Special Education services, an Instructional
Remedial Plan must be developed. Enter the date on which this plan will take effect.

e Student Representative Date: (if applicable) Enter the date on which a parent or guardian has given written
authorization allowing another individual to act as the authority for the student in educational matters.

e Student Representative: (if applicable) Enter the name of an individual other than the parent or legal guardian
who represents the student in educational matters.

e Student Representative Relation: Enter the relationship of the Student Representative to the student.
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e Home School: If the student's home school is not listed at the top of the menu, use the drop-down box to select
the correct school. This scenario could occur if the student is receiving Special Education services from a school
other than his/her actual home school.

e Home District: If the student’s home school is located in another district, select it from the drop-down list.
e Exit Program Year: Enter the month, day and year in which the student exits the Special Education program.

e  Exit Program Description: Click the drop-down arrow to select the Exit Program Description.

i
=l
Ewit Program “v'ear [rmmmddyy]

Ewit Program Descrption

User Define Evaluation |, Longer Receives Special Ed
Type of Evaluation M aimuirn Age

Date Dayz to Expire 0=

Expirez

Clazs Time
Unitz
Special Education Time 0.0o " Hour O Minutes

Regular Education Time 0.00 [ Units

" Hour T Minutes

e  User Define Evaluation: Use this field to enter information about any customized (user-defined) type of
evaluation.

0 Type of Evaluation: Enter the type of evaluation, using a shortened code (up to five characters only). For
example, Init for Initial, ReEv for Re-Evaluation, etc.

o Date: Enter the date of the evaluation, then press the Tab key.

o0 Days to Expire: Enter the number of days until the evaluation expires and press the Tab key again. The
program automatically calculates the evaluation expiration date based on the figure entered here. To move
the number of Days to Expire up or down, click the arrows onscreen or press the Up/Down Arrow keys on
the keyboard.

e Class Time: Use this field to enter the units of time the student spends in Special and Regular Education.

0 Special Education Time: Enter the amount of Time per week the student will receive Special Education
instruction. Then designate the manner in which this figure is measured: either Hours or Minutes. This and
the following field should correlate with the parameters specified in the LRE.

0 Regular Education Time: Enter the amount of Time per week the student will receive Regular Education
instruction. Then designate the manner in which this figure is measured: either Hours or Minutes.
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Assign Student Process Desktop

Once a Special Education Folder has been created for a student, the student can be assigned a Special Education process.
The process assignment will then attach the forms necessary to complete that process to the student record. These forms
can be filled out and printed from the Forms section on the student desktop. For more information, see “Form Options in
Student Desktop” on page 12.

[ STiSets "v9.0 Kentucky Elementary Test School RA -Adams, Reberta

Select Shueot| Student: N Grade: G Gender: P Race: 5 Bilhdale: 06705155 =
Primasy Disability: ALITISM
Cose Manoger:  Adwns. Flcbens
—— | dusin Process
Stast D [ /2006 3 Due Date: [GRN172006 5] Manager: [ =]
Fliaoe select a process
Ea
Change
Delete
B
5 |USN9/2006 | 07/16/2006 Fecured Notxce of Addsenons: and Felease Commatiee - 8.0
G (0511972006 | 07/16/2006 Pequied Cardstencs Summaiy hction Notce
7 |SN9E | OFAEAE FAeqund IEF
Tilan B (SN0 | O7/1BAE006 Recuied Auties Ebgbilty Detarmination Fos
Lot o [ 4] 4 7 v [33[ ] d

Sch & 1

Assigning the Student Process

icon on the STISets

o Click the Select Student button. The Select a Student dialog box will display. Select/highlight the student’s
name and click the Select button.

e Toassign a Special Education process to a student, click the Assign Student Process
desktop to bring up the Student Process Desktop.

e  Select a Manager from the drop-down menu.
e  Select a process from the drop-down menu; below “please select a process”.
e Click the Assign button located to the right of the drop-down menu.

e The proper forms for that process will appear onscreen, in a section called “Detail Process Manager” that will
monitor the progress of the process.

e The Change button, located to the right of the list of forms, can be used to set up each form. The person
assigning the process should address the following items:

e Form Option (required/optional)
e Begin/Due/Complete Date
e  Process Detail Manager

e Maximum Occurrences: Enter the maximum number of times an individual form can be inserted. For most
forms this will be “0” which will allow the user to create as many as needed.

e Exclude form: If there is a form that is not needed to address the student’s need, it can be marked Exclude
Form. Excluded forms will not appear on the Teacher Desktop when it comes time to complete the form.

Note: Once a process has been assigned to a student, the forms associated with that process must be
completed within the Student Desktop | Forms utility.
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Student Desktop

While all students are listed in the Creating Special Ed Folder Record menu, the Student Desktop menu contains only
Special Education students. Any students for whom Special Education Folders have been created will be listed in the
Student Desktop browse box, regardless of status. The Student Desktop will default to display students with an active or

referred status.

e To open Student Desktop, click the

% icon.

e To work on a student’s record, first select the student in the browse box by clicking a single time on that
student’s record to highlight it. Once a record appears highlighted in the browse box, any buttons clicked in

Student Desktop will open menu options for that particular student.

= Sl e R =
(R - Fa Bl il

Lt e o am

MO Fhoio q'!

R ||
e

=

< | .

e  With the changes in the LRE codes with the 9.0 STISets, students with pre 9.0 LRE codes will display with the

LRE code highlighted in blue.

e  The blue flower § next to the disability on the Student Desktop screen indicates that the student is inactive in
STIOffice. This may mean that the student is a future enrollee or not enrolled through enroliment.

1
e The red stop sign = next to the disability on the Student Desktop screen indicates that the student has been

withdrawn from STIOffice.

Navigating the Browse Box in Student Desktop
There are three ways to browse the student list in order to select a student:

e Click once in the browse box and use the up and down arrow keys on your keyboard.

e  Type the first few letters of a student’s last name in the Last Name Lookup box below the browse box. Then

press the Tab key.
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e  Click once in the browse box and use the VCR arrow buttons in the left corner below the list to jump forward or
behind a set number of spaces in the list. The first and last VCR arrow buttons will move to the very first student
or the very last student, respectively.

Student Desktop Features
Student Desktop contains many options. Selecting this icon will allow the user to:

e Maintain or edit Special Education Folders, once these folders have been created via Create Folder Record.
e Coordinate the Special Education process from the Initial Referral through all required stages.
e Create and maintain IEP’s for students.

e  Quickly view student and guardian demographic information, such as a student's home phone number,
attendance record or discipline infractions.

Maintaining Special Education Folders

e All students who have Special Education folders will be listed in the browse box at the top of the Student
Desktop menu. The Student Desktop will default to display students with Active and Referred Status. To view

or edit Special Education folder information, select a student in the browse box and click the §| (Special
Education Folder) icon to the right of the browse box.

e For detailed descriptions of the fields in the Special Education folder, see “STISets Student Desktop - Student
Folder — Base Information Screen” on page 1.

STIOffice Information in Student Desktop

1

Select a student in the Student Desktop browse box and click the STI1Office =2
from the following categories in STI1Office:

icon to view student data generated

e Student/Guardian Information
e  Entry/Withdrawal

e Attendance

e Discipline

e Schedule

e Grades

To view the STIOffice categories, scroll down the screen for the desired category. This data is available on a read-only
basis; no modifications may be performed to STIOffice data from within STISets.

Note: If Schedule is selected, the user has the option to view schedule information for any valid Term.
If Grades is selected, the user has the option to view grade information for any valid Term. Grades
from terms in a previous academic Year may be viewed as well, if this information is available in the
STIOffice database.
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Student Desktop Reports

This selection is available only for users with a Teacher Desktop.

Click the @ icon to view the Student Desktop Reports menu. This feature allows the user to generate reports from
Student Desktop.

e  Student Information
0 Student Listing: Generates a list of all the user’s students.

o Student Guardian: Generates a list of student guardian / emergency contact information for all Special Ed.
students assigned to the user.

o Student Discipline: Generates list of students and their infractions.

o Student Attendance: Generates attendance list for students.

e Group?2

o0 Caseload: Generates class roster list of active students assigned in the Disabilities Tab, Special Education
Services and Related Services.

¢ Annual/Re-Evals
o Annual Review: The user will be prompted to pick one of three lists that can be generated
1. All Dates: Students are listed in alphabetical order.

2. Dates Within Specific Range: Set the dates to generate list of students with Annual Reviews scheduled
within the specified date range.

3. Month (Or Range of Months): Set the months to generate list of students with Annual Reviews
scheduled within the specified months.

0 Psyc. Review Date: Generates list of Psychological Report dates for all students assigned to the user.
o Eligibility Date: The user will be prompted to pick one of three lists that can be generated.
1. All Dates: Students are listed in alphabetical order.

2. Dates Within Specific Range: Set the dates to generate list of students with Eligibility Review Dates
scheduled within the specified date range.

3. Month (Or Range of Months): Set the months to generate list of students with Eligibility Review Dates
scheduled within the specified months.

e Child Counts
o Simple List: Generates Simple Child Count Listing for user.
e Labels

0 Labels: Allows users to generate labels.

Student Desktop Browse Box Filter
2
Click the 4 (Desktop Filter) icon to view filtering options. This feature is used to restrict or expand the list of Special
Education students that is viewable in the browse box at any given time. Changing the filter settings does not modify
data in any way, so the user should feel free to tweak filter options as desired. Restricting filter parameters is a useful
way to work on selected groups of students at one time.
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Note: If, at any point, a particular student record does not appear in the browse box, check the filter

settings to make sure that the student has not been excluded from the onscreen display. Exiting out of
the Student Desktop will reset all filters.

7
When the ﬂ icon is clicked, the Filtering dialog box will appear and display all available filter settings. Filters can be
set based on the following: Status, Race/Ethnic Group, Age, Grade, Gender, Disability, or LRE/FAPE.

Fle Edt Window Help

Basic Info Status Infoimation
Disabilty
LRE /FAPE

Active _| |Inactive
8 [Delete
Inactive

Maot Eligible
Other
Fre-Refenal

R R RN

[ Riace / Ethnic Group Grade Info.

Age
Code | Desciiplion Stat[ 15 | Stat[ 03
]

End[333  End [39=2

Gender
@ Bath " Male " Female

EDDW‘ Cancel

Last Name Lookup: [~ Status: Active - [Active)
Sch. #: 199 Grade: 6 Bith Date / Age:06/05/1933 13 Race:5  Gender: A\ H

e Toenable a filter setting, highlight the criteria(s) desired and select Apply.

e The total number of students currently displayed at any given moment is shown at the top of the menu, above
the student browse box, in the Total Students field.

e Thirteen student Status filters are available in the upper section of the screen. The six filters in the Active Status
column include students who will be included in Child Count. The Referred filter in the Inactive Status column

also includes students who will be included in Child Count. These filters are automatically enabled each time
Student Desktop is opened.

o0 The rest of the Inactive Status filters will include students who are not included in Child Count. However,

students with any of these inactive statuses will remain in the Special Ed. database, unless their records are
completely deleted.

By combining various filter options, the user can set virtually any parameters for the list of students to be displayed in
the browse box.

e Example: Perform the following steps to display all Active female students who are 15 years old and who have a
Primary Exceptionality of Mild Mental Disability.

?
0 In Student Desktop, click the +# (Desktop Filter) icon.
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0 Inthe section labeled Age, set the Start and End Age at 15.

B Filtaring

Basic Infa Status IMQmation
Disability Aictive Inactive
LRE / FAPE Delate

Inactive
Mot Eligible
Other

ral

RN |

Race / Ethnic Grou ‘ge Grade Info.

Code Escnphun Stat [153 | Stat [ 05
i End[153]  End [953]

Gender
" Both O Male @ Female

Lpply Lance

o Inthe section labeled Gender, check the box next to Female.

0 Click the Disabilities tab. Highlight Mild Mental Disability and right-click. Select Reverse so that Mild

Mental Disability js the only disability highlighted.

File Edit ‘window Hel

-
B Filtering,

Basic Info

Disability

"LRE /FAFE |DEAF/BLIND
— | DEVELOPMENTAL DE|

MULTIPLE DISABILITY

ORTHOFEDIC IMPAIRMENT OR PHYSICAL DISABILITY
OTHER HEALTH IMPAIRED

SPECIFIC LEARMING DISABILITY

SPEECH OR LANGUAGE [MPAIRMENT

TRAUMATIC BRAIN INJURY
YISUAL IMPAIRMENT

A 4] 4| 2 F[rr] M1

Lpply Cancel

Last Name Lookup: [ Stalus’ Aclive- [Active]
Sch. #: 123 Grade10 Birth Date / Age:05/03/1983 17 Race:3  GenderF  H

e

o Verify that all Active statuses are highlighted, click Apply.

0 The browse box displayed will change to show the specified range of students.
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_ Parent Contact Icon
The Parent Icon is located on the Student Desktop.

e To enter Parental Contact information, select Insert.
[\ STiSets 'v9.0 Kentucky Elementary Test School RA -Adams, Roberta
File Edit ndow  Help
L@
Record of Parental Contact for: Carrollo, Jamie N. 555237776
Student: Jarie Carrollo Date: [[ARZNE  Time: [524PM %
Person Making Contact: Adams, Roberta ]
|Adams, Roberta j I Completed
Contact Initiated By: [ District [ Parent/Guardian [ Other [ ¥
Type of Contact ] <
Parental Response
I i
°

To print the Parent Contacts, select the printer icon, enter the date enter the desired date range and all parent

contacts within the selected date range will be printed with the most current parent contact appearing at the top

of the page.
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STIHealth

Select a student and click the STIHealth

read-only.

icon to view Hearing and Vision Screening data. This screen includes
Student/Guardian information as well as STIHealth Hearing and Vision Screenings and Results. This information is

Adigrexs

555 Bowling Green Rd
Test City
502-568-8989

E Inf

STIHealth Information for: Blankenship, Amy (id:475451234)

Monday JUN 12,2006

S5TIHealth Hearing 5

5TIHealth Vision 5

Screenir| Grads | Results

H{ 4] A 2 K] rr Kl

Screening Date | Grade | Results

12/01/2005 [ Pazsed

H A4 A 2] F|rE[H

ki

Generating Special Education Forms

Form Options in Student Desktop

The Forms feature allows Case Managers to maintain individual processes associated with the students. In order to
maintain forms, a specific Process must be assigned through the Assign Student Process Desktop. For details
about this feature, see “Assign Student Process Desktop” on page 5. Processes assigned to each student will be

chronologically displayed with the most current Process at the top.

Inserting Forms

%
e Select the desired student in Student Desktop and click the < button.

e The student’s process details window will appear.

e  Select the appropriate Process.

e Click on the desired form listed in the bottom section of the window.

*
e Click the forms ~ icon to open the Insert/Change/Delete screen.

e Click Insert (note that a new form cannot be inserted until the previous one has been marked Completed). This

screen allows the user to preview and/or print the form at any stage.

e The status of each form is indicated by a green dot (draft) or a blue dot (complete).
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Complete the form as directed.

Form/Process Details

To change details about each form (Due Date, Manager, etc), double-click on the appropriate form and adjust the
information.

Printing Forms

Printing may be completed at the completion of each form or at the completion of the entire process.

Forms may be printed from the Insert/Change/Delete screen.

Processes/individual forms can be previewed and/or printed from the Process Details screen by selecting the
printer icon and using the filter buttons below to print desired processes/forms. Only forms that have been

created within the highlighted process will appear on this screen.

Processes and Related Forms

The following processes and related forms have been RECOMMENDED by KDE. Each Process contains all forms
needed to complete and track student progress. The All Kentucky Forms Process defaults to display all 23 forms.
Although the other Processes contain all 23 forms, these Processes will default to display the forms that are
recommended by KDE to be appropriate for that Process. Additional forms can be added to the displayed forms of a
Process by selecting Assigning Student Processes, highlighting the Process to be modified, and putting a check in the
box “Show Excluded Forms”. After Show Excluded Forms is checked, all 23 forms will be displayed. Select the forms
to be added, click on the Change button, and take the check out of the “Exclude Form” box. Repeat this procedure for all
desired forms. When all changes have been made, remove the check from the “Show Excluded Forms” box. The Process
should now contain all desired forms.

All Kentucky Forms Process

Referral For Suspected Disability

Consent to Evaluate / Re-Evaluate

Consent for Special Education and Related Services
Evaluation Planning Form

Notice of Admissions and Release Committee — 8.0
Conference Summary Action Notice

IEP

Autism Eligibility Determination Form

Deaf Blind Eligibility Determination

Developmental Delay Eligibility Determination
Emotional-Behavioral Disability Eligibility Determination
Functional Mental Disability Eligibility Determination
Hearing Impaired Disability Eligibility Determination
Mild Mental Disability Eligibility Determination
Multiple Disability Eligibility Determination
Orthopedic Impairment Eligibility Determination

Other Health Impaired Eligibility Determination

2006 STISets KY STI1_0621061600
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o Specific Learning Disability Eligibility Determination

e  Speech or Language Impairment Eligibility Determination
e  Traumatic Brain Injury Eligibility Determination

o Visual Impairment Eligibility Determination

e Record of Access

e Record of Parental Rights

e Record of Parental Rights

Annual IEP Review
e ARC Meeting Notice
e IEP

e  Conference Summary Action Notice

Initial Evaluation Process
e Referral For Suspected Disability
e Consent to Evaluate / Re-Evaluate
e  Consent for Special Education and Related Services
e Evaluation Planning Form
¢ Notice of Admissions and Release Committee — 8.0
e Conference Summary Action Notice
e |EP

Miscellaneous Forms
e Record of Access

e Record of Parental Contact

Re-Evaluation Process
e Consent to Evaluate / Re-Evaluate
e Consent for Special Education and Related Services
e Evaluation Planning Form
e Notice of Admissions and Release Committee — 8.0RC Meeting
e Conference Summary Action Notice
e |EP
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IEP Form / Creating an IEP
New to STISets 9.0 — When the user selects Process Forms, 1EP; the program will default to “show all IEPs”. If the user
wishes to create an Addendum to the current IEP, which was created in a previous Process, this may be done in the
current Process. Both the Addendum and the original IEP will now appear in the current Process.

A word about icons in the IEP Planner: Blue, green, red and yellow circle icons are used in IEP
Planner to mark the Status of every IEP document. An icon legend at the top of the menu defines the
various icons. IEPs that have a Completed or Locked status cannot be modified.

e If an existing, incomplete IEP is displayed, select the IEP and click Change. Enter the appropriate information
to complete the IEP. All previous IEP’s must be completed before a new IEP can be created.

o Click the IEP Planner button to create a new IEP, Step 1 of the IEP Planner will appear.

File Edit wWindow Help

STUDENT

A IEP Planner (Craft,Miranda)
Please Enter Step 1 Information

Current |EP - Start and Annual Review: 04/17/2006 04416/2007 iy
D ate of IEF Meeting: MEEEE  Annual Review: |06/13/2007 .
Type of IEP Meeting: [annual Review i i

ARC Create Date: — ﬂ Q?" s
IEF Recorder: | l};

Caze Manager: | =]

Piimary Disabiity:  [SPECIFIC LEARNING DISABILITY | il =g -

Planning Information Area [selection made during steps]
Step 1 Date of IEP Meeting: Annual Review Type of IEF  ARC Create Date IEF Recorder

Case Manager Primary Dizability

step 2 s this a split school year IEP?

step 3 School Term(s)
Stp 4 Grade student iz currently in 0

Parent Progress Report | o m Present Level |Annual Goals | Servic

Progress Mumber 1 3: I Print Anecdotal Information

e The Date of IEP Meeting will default to today’s date, with the Annual Review automatically scheduled for one
year minus one day. This date range may be changed if necessary.

e  Use the drop-down menu to select the Type of IEP Meeting, either Annual Review or Initial.
e Enter the ARC Create Date or click the ellipses |22l icon to choose from ARC Meeting dates already completed.

e Fill in the other information in Step 1 and click the Next Step 4] icon to move to the next step.

The section of the menu below the data entry field in IEP Planner displays a summary of the four steps
in the IEP creation process. As data is entered above, it fills in the summary below.
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e In Step 2, use the drop-down arrow to answer the following question: Is this a split school year IEP? The
answer will determine the number of terms displayed in Step 3. Click the Next Step icon to move to the next
step.

The Split Year status of an IEP may be changed after creation. To do this, the user should change the
year for the first school term on the student’s IEP. A prompt will then appear which will allow the user
to select whether or not the IEP is split-year.

e Step 3 will prompt the user to enter the beginning school year. The current year will appear by default. If this is
correct, click Set Dates, then click the Next Step icon to move on to Step 4.

o If the answer to Step 2 was Yes, Step 4 will give the user the option to mark the student in the same grade for
both terms. Check the box to do so, or enter the Student's Grade for the 2" School Term. Click the Next Step
icon to move to Step 5.

e User notes may be entered in Step 5. User notes will not be displayed on the printed IEP. Look over the data in
the Planning Information Area.

e Click any of the Return To... buttons to make corrections to previous Steps. When all data has been entered
correctly, click Create IEP. Click any of the Return To... buttons to make corrections to previous Steps. When
all data has been entered correctly, click Create IEP.

File Edit ‘Window Help

STUDENT

A IEP Planner (Craft,Miranda)
STEP 5- Please Yerify Selection in Planning Information Area before Creating IEP

Mate: [ Uzer Define |
| e
o,
ﬂ Step 1 4?
° ")
E &= ﬂ Step 2
@ Create |IEP g
o ﬂ Step 3
D;!‘J ﬂ Step 4 m_
Planning Infermatien Area [selection made during steps)
step 1 Date of IEP Meeting: Annual Review Type of IEP  ARC Create Date IEP Recorder
0641442006 0641342007 Annual Review
Case Manager Primary Disability

SPECIFIC LEARMING DISABILITY
step 2 s this a split school year IEP? Yes

Step 3 School Term(s) 2006 2007 —— 2007 2008
$ttP 4 Grade student is cuniently in 7 Student's Grade for 2nd School Term 8
Parent Progressz Report | @ m_ Present Level | Annual Goals | Sen

Progreszs Mumber 1 3: ™ Print Anecdatal Information
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The IEP is now a Drafting Document and is noted by the green dot to the left of the IEP Date.

unl

Drafting Document 1

@ AddendumtalEP 0

IEP Information

<

LLIELI N el LA L

Edit

Number of IEP's 2

| iew | | |

Printing

Parent Progress Report

Progress Murnber 1 3: ™ Print Anecdatal Information

Social
Trans]

it Level of Educational Performance

mic Perfoimance
Communication Status

[
JECDat= Annual Aeview ARC Date Orginal [EP 333
“6./1 442005 0F/13/2007 [ ACal
T N

Functional Vision/Leaming Media/Assessmeant
General Inteligence
Health Wision Hearing. Mator Abilities

| and Emaotional Status
ition Meeds

|44 4| 2| k[ pp[0l

ﬂ Present Level AnnualGoaIsJ Sewices] SAS

Reading level @ 3id grade

TR

Other IEP Options

View: Clicking the View button allows the user to view information contained within the completed IEP.

k: Click this button to unlock a completed. An “Unlock IEP?” dialog box will appear and request three

piecesQf information: Information to be Changed, Description of Updated Information and Reason for Change.
Fill in these three sections and click OK.

3 @ Diafting Document

1}

@ Addendum to IEP

IEP Infoimation

1 ]

08/01/2005

W 08/0N2008 07/31/2006

a2 r]rn

Edi
Planner |

Number of [EP's

View | Addendum|  Unlock |

unicatior
Functional Yision/Leaming Media/Assessmen
General Intelligence
Health Vision Hearing, Maotar Abilities
Social and Emational Status
Transition Meeds

a2 r]rn

t

W Shaow &ll IEPs

Printing

Parent Progress Report

Progress Number 12 I Print Anecdotal Information

|According to academic testing, Amy fal
noted in word attack and math skills_

HReading level is at the 5th grade level

|Average to Low Average range. Strengths were|

I'weaknesses were noted in written language.

=

Ils in the

B

g ﬁ Present Level [Bnnual Gods ] Servoes | 588

Note the once Completed IEP is now a Drafting Document.

IEP Addendum: Click this button to create an Addendum to the current completed IEP. A dialog box will
display and ask the user the following question: “This will create an addendum to the most recent IEP dated

#it | ## | ####. Do you wish to continue?”
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0 The IEP Addendum screen will appear. The Addendum Date automatically defaults to today’s date. Once
the appropriate date is entered, click the Set New Addendum Date.

[} 5TiSets ‘v9.0. Kentucky Middle Beta Test Sch RA -Adams, Roberta

File Edit ‘Wwindow Help

STUDENT

i IEP Addendum

Please continue to fill in appropriate information for this

IEP addendurn Cancel | ot
L]
Addendum Date [ [AIRENE = Annual Review 05/18/2007 Current Starting IEF Date 05/13/2008 '
Set Mew Addendum Date ie
School Term(s)
School vear 1 2006 2007 School Year 2 2007 2008

Type [EF Meeting:  Annual Review

ARC Date: 05/13/2006 e
IEF Recaorder: ﬂ
Mate: [ User Define | 1

ri

0 A Create Addendum button will now appear at the top of the screen. Click this button to create the
addendum.

e Some key points regarding Addendums:

o When an addendum is created, the IEP to which it is attached will become Locked. The addendum itself
will have Draft status.

0 All data in the IEP is copied to the addendum except the progress report.
o0 Modifications may be made to the addendum by clicking the change button.

0 Addendums may only be created once per IEP and only on the most current IEP. The next addendum will
be attached to the new IEP created by the last addendum.

File Edit Window Help

STUDENT

A IEP Planner, (Craft,Miranda)
STEP 5- Please Yerify Selection in Planning Information Area before Creating IEP

Mate: [ User Define |

‘
o,
:f)lste 1 4.."
2 w

2
i 4 B ﬂ Step 2
@ Create IEP g
i re ﬂ Step 3
ﬂ"y ﬂ Step 4 ﬂ_
Planning Infermation Area [selection made during steps)
step 1 Date of IEP Meeting: Annual Review Type of IEP  ARC Create Date IEP Recorder
06/14/2006 0671372007 Annual Review
Case Manager Primary Digability

SPECIFIC LEARNING DISABILITY
Step 2 Is this a split school year IEP? Yes

Step 3 School Term(s] 2006 2007 —— 2007 2008
5%p 4 Grade student is currently in 7 Student’s Grade for 2nd School Term 8
Parent Progress Repoart @ ﬂ_ Present Level [#nnual Goals [ Ser

Progress Number: T2 I Piint Anecdatal Information
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IEP Data Entry (Post-Creation)

The bulk of a student’s IEP data may be entered during the creation of the IEP record, but sometimes it is necessary to
add or modify IEP information. If the IEP has been completed, an Addendum should be created; if the IEP has remained
in Drafting Document status, it may be modified directly.

To enter data into an IEP record after the IEP has been created and saved in Drafting status, choose a student in the

%
Student Desktop browse box and click the Forms J icon. Then select IEP from the Forms menu and click the Forms
icon to the right. Make sure the correct IEP record is selected in the browse box and click Change to enter or modify
data. The IEP Main Page Screen will appear. To navigate from page to page, click the radio buttons across the top of the
page. Each page is described below.

Spell Checker

This feature is available for use with all forms in the Student Desktop. Microsoft Word must be installed on the local
workstation in order for the spelling checker utility to run.

RE
To use the spelling checker, simply click the il icon, located at the top of the menu, after the data has been entered.

Example: The IEP Main Page screen provides a space in which the user may enter a Note. This note
may consist of just one or two phrases, or the user may enter an entire paragraph. After the note has

been entered (but before OK has been clicked to save the record) click the _I icon and Microsoft
Word will run this procedure on all text displayed onscreen. Any misspelled or unknown words will be
presented to the user, along with correction suggestions.

Main Menu

Nearly all the data fields in this screen are pulled from information entered during the creation of the IEP. This data may
be modified here as desired.

A Note field is provided to allow the user to enter any additional information.
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Present Level of Educational Performance
Each item listed in the browse box on this screen has a Performance commensurate with similar age peers % icon, by
default. There are two ways to enter information into this section of the IEP: through the Change or Previous PLEP
button.

Individualized Education Plan - Craft, Miranda (478925419 ) (Craft,Miranda)
7 e
\ @ Special Factors @ Annu ed PE @ Modifical v @ LRE/S @ Transiton

Mate: [ User Define |

= Cancel

Iﬁ

Fresent Level of Educational Performance

Academic Performance
Cornmurication Status
Functional Vision/Leamning Media/tszeszment

@
@
@
@ General Inteligence
@
@
@

Health Vision Hearing, Motor Abilities
Social and Emotional Status
Transition Meeds

Change €  FPerlormance commensurate with similar age peers
M
d Previous FLEP

Printing

T
.
Parent Progress Repart @ m- Present Lewvel |Annual Goals | Services | 545

Progress Number 1 EI: ™ Print Anecdatal Information

To enter data through the Change button, the user should follow this procedure for each area of performance selected:

e Click the Change button. In the menu that appears, the user may choose to uncheck the Performance
commensurate with similar age peers box and enter PLEP information or leave it checked.

e A PLEP Bank — Drag & Drop is available in this menu, along with Performance Areas Detail (View Only).
Drag and drop any applicable PLEP Bank Codes (detailed descriptions of which are provided in the
Performance Areas Detail (View Only) section) from the PLEP Bank field into the Present Level of
Performance field. Click OK to save the information.

e The Performance commensurate with similar age peers icon will no longer appear next to the item in the list.

PLEP Bank Codes that are used here may be entered or modified in the Utility Desktop | Code Desktop
| Kentucky - Codes | Present Level of Educational Performance Bank.

To enter data thru the Previous PLEP button, the user should follow this procedure for each area of performance
selected:

e Click the Previous PLEP button.

e Place a checkmark in the box beside the PLEP sections you wish to copy. Select All or choose Clear All to
select all areas or clear all areas.

e Click OK.
e When the desired PLEP areas of performance have been copied, the user should then make needed changes to
that PLEP area.
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Note: When using the Previous PLEP option, the user should copy first and then make additions to
the PLEP. The copying option will overwrite any existing data in this area.

Special Factors: IEP

This screen is used to store information about the Consideration of Special Factors for IEP Development. The menu
displays questions about mitigating factors such as Limited English Proficiency, Visual Impairments, Communication

Needs, etc. Space is provided to describe the impact of each factor on the student’s I1EP.

By default, Yes/No are not selected and therefore all questions must be addressed in order to complete the IEP.

| ate

Individualized Education Plan - Craft, Miranda (478925419 ) (Craft,Miranda)

[roes the child's behavior impeds his/her learning or that of others™ Ygz " No [Ifpes, include appropriate
% strategies, such as positive behavioral interventions and supports in the statement of devices and services.

Statement of devices/services to be provided to address the abave special factars [such as an intervention plan;
accommodations; ather program modifications)

Does the child have Limited English Proficiency? " Yes ¢ Nao  If yes. what is the relationship of language
nheeds to the [EP?

Iz the child blind or visually impaired? T Yes T Mo
If yes. the [EP Team must Consider: s instruction in Braile needed? " Yer {7 No
Iz use of Braile needed? " Yes { No
“Wdill Braille be the student's primary mode of communication? © Yes ¢ Mo
[ Sttt £z £ o
Ll Dioes the child have communication needs? ¢ Yes© No  Ifves, what are they?

E

TR TR T S A Ao o Al I MealCO T o

Frinting

Progress Mumber 1 E|: [ Print Anecdotal Infarmation

Parent Progress Repart @ ﬂ Present Level |Annual Goals | Services | SAS
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Annual Goals: IEP

This screen contains information about Measurable Annual Goals and the Benchmarks/Short-Term Objectives that
comprise these goals.

Measurable Annual Goals (Craft, Miranda (478925419))

-

IEF Meeting Date/Arnual Review Date: 06/14/2006  06/13/2007 = Cancel
Annual Goal Related to mesting student's need 52 Fecord will be &dded

Method(s] of Measurement
[ Standard Tests [™ Teacher-Made Tests I~ Teacher Observation [~ State or District Assessment
™ Progress Data r Dther:|

Specially Designed Instruction

[irag and Drop - 5DI
Bank Area

Calculators

M4 2] v 0l v@—
LA L2 1= Y W I D 1L T=1o% o) )4 =

Measurable Annual Goals
To insert a goal, click Insert under the Measurable Annual Goals browse box.

o  Click the magnifying glass |22l icon to choose from the pre-defined list of Annual Goals, which are grouped
according to Bank Code. A summary of the goal is listed below in the green window. Click Select after
choosing a goal from the bank.

e Place a checkmark in the checkbox beside each appropriate Method(s) of Measurement.

e Specially Designed Instruction (SDI) entries can be entered in the text box or from the Drag and Drop — SDI
box below.

e Click OK to save the information entered.

SDI Bank Codes that are used here may be entered or modified in the Utility Desktop | Code
Desktop | Kentucky - Codes | Specially Designed Instruction Bank.

Benchmarks/Short-Term Objectives
When the Measurable Annual Goal, with Methods of Measurement and Specially Designed Instruction, has been
entered, the user should enter benchmarks specific to that Goal.
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A - Page #
@ Main @ Special Factor

-

|EP Meeting Date/dnnual Review Date:  06/14/2008 0B/ 342007 Record will be Added
Annual Goal Related to meeting student's need Revision 8/10/2001

will make zenze of the variety of materials read
Step #1. Locate Benchmarks/Short-term Instuctional Dbjectives

. . Step #2. Drag and Drop
Benchmark./Short-term Instiuctional Objective

for IEP and Transiion  pepch 1 [ = BANK CATEGORIES

Acadenic Expectation 1.2

[ d4] A | 2] k[P rI

[ Eienchmatks/Shoit-term Instuctional Objectives
DRAG and DROP AREA

Mid 4E1.02 will identify meaning of a varisty of reading materials, mal

Mid AE1.02 will understand charactenstics and elements of different
tid AE1.02 will respond to tranzactive reading materals (information.
Mid AE1.02 will interpret ket features [e.q., layout, boldface print, bu
id AE1.02 will identify and apply logical sequence in reading maten
tid AE1.02 will ermploy reading strategies (e.g.. skimming, szanning)
Mid AE1.02 will select and read materials for enjoyment.

[ d4] A 2]k [rr[ M

aning of a variety of reading materials, making connections [

e Benchmarks/Short-Term Objectives: Select this tab and click Insert to add a record to this field.
Benchmarks/Objectives are set to correspond with annual goals under Utilities Desktop | Code Desktop |

Goals and Benchmarks. These items come pre-installed with ST1Sets, but the administrator has the ability
to modify or add to these records.

0 A Measurable Annual Goal menu will appear. Note that this menu features a scroll bar on the far right side
for navigation.

0 Drag & Drop the applicable Benchmark(s)/Short-Term Instructional Objective(s) from the DRAG and
DROP AREA to the blank field on the left side of the menu.

0 Make changes or additions to the benchmark and click OK when finished.

o Continue to enter benchmarks until finished. Click Cancel to exit the benchmark menu.

Specially Designed PE: IEP

This tab is used to enter information for Specially Designed Instruction in Physical Education for applicable students.

By default, No is selected for the item Does the student require specially designed P.E.? If this value is correct (in other
words, if the student does not require specially designed instruction in P.E.), this screen may be skipped.

If the student does require special P.E. instruction, check Yes here and then select the appropriate items on the form
and/or enter the appropriate information in the spaces provided.

SAS: IEP

Supplementary Aids and Services (SAS) information may be entered into this text box or by using the Drag & Drop
bank below.

SAS Bank Codes that are used here may be entered or modified in the Utility Desktop | Code
Desktop | Kentucky - Codes | Supplementary Aids and Services Bank.

Modifications/Accommodations: IEP
Individual Modifications in the Administration of Assessments and in the Classroom are addressed in this section.
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LRE/Services: IEP

This screen is used to enter information about LRE and Special Education/Related Services.

% [~ Yes [ No

ft, Miranda (478925419 ) (Craft,

oals @ Specially Designed PE @ 545 @ Maodific:

Will this child participate 100% in the regular program?

Service Placements for: Craft, Miranda (478925419)

Service

Speci: esioned Instiuction
Special Education - Collaborative
Special Education - Pull Dot

Special Education

Progress Number 1 El: I

Collaborative Math Select
Special Education 5§
Service Provided
Type [Spec T |
Ll Service Selected: |
Service Begin Date: Special Educator.
E -
“l «l 4 | ?I 2 ] »l Service End Date: ] —]
= Belaled Serxi
Fiiing Servioe Frequency: | =]
Servioe Minut
Parent Progress Report Slles i Bod i
Service Location, | ﬁ

Comments: ‘

by Cancel

ommodations @ LRE

o “Will the child participate 100% in the regular program?” If NO is selected a text box will appear.

e Click Insert and enter a Class, along with the extent to which the student will not participate in the class.

e Click Insert next to the Special Education Services browse box. Highlight the appropriate Type of Service and
click the Select button. Enter any other applicable information and click OK to save.

e Click Insert next to the Related Services browse box. Highlight the appropriate Type of Service and click the
Select button. Enter any other applicable information and click OK to save.
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Transition: IEP

Transition Services must be addressed for those students who are 14 years of age or older during the period that the IEP
is in affect.

& | dividualized Education Plan - Craft, Miranda {478925419 ) (Craft,Miranda)

[ Parent Intarisw [ other: |
: Transition Services Needs [Beginning at age 14. or younger]
@I Has Individual Graduation Plan [IGF] been developed? ":/Q
& [~ Yes ™ Mo. If i do not proceed with development of IEF until |GP iz developed.
Transition Services Needs [Beginning at age 16. or younger if appropriate]
Desired Ppst School Outcomes [Check all that apply]
Employment Living Arangements Post-Secondary Community Participation
4 ™ Independent Living ™ Community College ™ Supported
™ Supported ™ Technical College ™ Unsupported
™ Military I Unsupported [~ University
™ Group Home
[ Parent or Relative
Desired Post-5econdary Goal
14
—[ Required Transjtion Seryices Including Stat t of Interagency Linkage and Responsibilities
Ed Agkncy Services | District/Agency Responsible
e 7 e
g / \ . i Methodls] of Measurement | I

e  The question “Has IndK/idual Graduation Plan(IGP) been developed?” must be answered for those students 14
years of age and older.

e  Students 16 years and older must addregss Desired Post School Outcomes.

e Desired Post-Secondary Goal has a text box to enter the post secondary goal.

Saving IEP Modifications
After all information has been entered into the screens described above, check the box marked “Completed Document”
and click OK in the upper right corner of the IEP General Information menu to save the information.

Tracking IEP Information
After any of the above information has been entered and saved from within the IEP, the user may select any IEP record
from the IEP screen and click one of the following three tabs in the lower right corner of the menu to review: Present
Level, Annuals Goals (which contains benchmarks, progress reporting and monitoring information), Services and SAS.

Annual Goals
Three additional tabs are used to display information within the Annual Goals tab:
e Benchmarks: This is a read-only field. Any Benchmarks set up for the selected IEP will be displayed here.

e  Progress Reporting: Select this tab and click Insert to add a record to this field. A Progress Review menu will
appear. Enter the appropriate information in the fields provided and click OK when finished.
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|EP Meeting Date/dnnual Review Date:  0E/13/2007 r : Record will be Added

HAGH Goal Number 1 Cancel

Progress |anecdotal Info |

Reporling Period El: Piogress Reparting Type: |
[~ Progress Sent Progress Sent Date: 0oo

= RS progress made il

£ 2 Ve little progress being made towards goal E r i)
g " 3 Some progress being made towards goal g = bt
2 (4 Goalhas been met e
& (" 5 Other | £ 5

k

and / i

% “es Articipate reeting goal by IEP annual revien, of

g _
e
: .
= oitor

545

0 Progress Reporting Type and Progress Sent Date are required fields. The record cannot be saved unless
values are entered for these fields.

e Monitoring Progress: Select this tab and click Insert to add a record to this field. Enter the Monitoring Date,
the Week Ending Date, and the estimated Percentage of the goal completed. Add any Notes if necessary, then
click OK to save.

Measurable Annual Goals (Craft, Miranda (478925419))

|IEP Meeting Datestnnual Review Date: 06/14/2006 06/ 3/2007 Fecord will be Added
will make sense of the variety of materials read. Goal # 1 o Cancel
Maritaring D ate: ‘week Ending Date:
Percentage

("0 €65 10 15 € 20 25 €30 € 35 € 40 ¢ 45 ¢ 50
("85 BOC BE 70 € 75 € 80 € 85 ¢ 90 € 95 ¢ 100 ¢ NA

Motes:

0 Click the @ (Print Monitoring Information) icon in the lower right corner of the Monitoring tab to
generate an IEP Progress Monitoring Record. The user also has the option of printing a graph of the data
entered through Monitoring for the highlighted goal.

Note: Progress report information must be input through the Annual Goals tab located on the IEP
summary desktop.
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Printing IEP Information
e To print reports detailing information from any or all of the various IEP components for the selected student,

make sure the correct IEP record is selected in the browse box and click the ﬁ (Print Section or Entire IEP)
icon in the middle of the IEP menu. Then select which components to Print and/or Preview. The Set Print and
Set Preview boxes under Options may be used to change all settings under Print or Preview to Yes or No.

e Toprintan IEP progress report to send to the selected student’s parent/guardian, click the Parent Progress
Report button displayed on the IEP desktop. The Progress Number should match the Reporting Period entered
in the Progress Review menu.
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Reports

Student Reports

A great amount of data is assimilated in the STISets program. Most information, whether state-required student data
forms or "in-house" details about the school itself, can be printed in report form.

To generate any of a variety of student reports, click the icon.

Student Reports Options

Note: This is a read-only utility; no data entry or modification is performed within the Reports utility.

The following report options are available:

Student Listings
e Alpha: Generates a list of all Special Ed. students in the district, in alphabetical order.
o Age: Generates a list of all Special Ed. students in the district, in order by school, then by age.
e Gender: Generates a list of all Special Ed. students in the district, in order by school, then by gender.
e Grade: Generates a list of all Special Ed. students in the district, in order by school, then by grade.
e LRE Generates a list of all Special Ed. students in the district, in order by school, then by LRE Code.
e Race: Generates a list of all Special Ed. students in the district, in order by school, then by race.

e Special Programs: Generates a list of all Special Ed. students in the district who have been placed in Special
Programs, in alphabetical order.

o  Exiting List: User will be prompted for a date range. Generates a list of all students who have exited the Special
Ed. program within the specified period, in order by school. This report will only list those students who no
longer receive special education services or who have reached the maximum age.

e Student Guardian: Generates a list of student guardian / emergency contact information for all Special Ed.
students in the school.

e Student Labels: This option generates address labels for Special Education students. Select the Special
Education Status(es) to include, then click the appropriate Address Labels button. The user may also modify
the text listing to whom the labels are addressed; the default address is To the Guardian of:. Both line 1 and line
2 of guardian information in STIOffice prints on the student labels.

Miscellaneous

e Alternate Portfolio: Generates a list of students and indicates whether each student has Alternate Portfolio or
not.

e Exceptionality by Last Name: Generates a list of students in alphabetical order, grouped by Primary
Exceptionality Code.

e LRE by Last Name: Generates a list of students in order by LRE Code.
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e Medicaid Info: Generates a list of Medicaid information for all applicable students.

o Medicaid Notification: Generates a list of Notifications for Medicaid billing dates for all applicable students.

o Not Eligible: Generates a list of students who are ineligible for Special Ed. services.

o Referred: User will be prompted to use the drop-down arrow to select a school. Then a list will be generated of
all students attending that school with a status of Referred or Active/Referred.

e Remediation Plan: Generates a list of all Special Ed. students who receive remediation services.

e Turning Age Report: User will be prompted to enter a Turning Age and Date. For example, enter "15" for Age
and "08/20/2001" to generate a list of all students who will turn 15 by August 20, 2001. Disability codes and
Current Eligibility Dates are also listed.

e Caseload Projections: User will be prompted to use the drop-down arrow to select a Teacher. A list of Caseload
Projections for that teacher will be generated. Only Active students are included.

e Caseload Related Services Totals: User will be prompted to use the drop-down arrow to select employee type.
The user highlights the desired teacher.

e  Students with Multiple Disabilities: Generates list of students with multiple disabilities by schools that
constitute this category.

e  Students with Secondary Disabilities: User will be prompted to choose whether they wish to view or print the
report by School or by Primary Exceptionality. A list of all the students that constitute this category with
Secondary Disabilities by School or Primary Exceptionality will be generated.

e  Students with Sub-Category Disabilities: Generates a list of students with Disabilities which have Sub-
Categories attached to them. The format is the same as the “Students with Multiple Disabilities” report.

o Related Service: User will be prompted to enter a Starting Date and an Ending Date. A list of all Related
Services created within the date range will be generated. The related service report allows the user to use a
variety of filters to create a report that reports needed information concerning related services.

e Transportation T5 Students: Generates report showing the special transportation T5 students. This report’s
source of information is the data entered through STIOffice concerning T5 Students.

Annual Reviews

e All Reviews: A report of all students with Annuals Reviews scheduled will be generated. Students are listed in
chronological order based on their IEP Begin and End Dates.

e By Date: User will be prompted to enter a date range. A list of all students with Annuals Reviews scheduled
within the specified date range will be generated.

e By Month: User will be prompted to use the drop-down arrow to select a month. A list of all students with
Annuals Reviews scheduled during the specified month will be generated.

e By Teacher / Month: User will be prompted to use the drop-down arrow to select a teacher and then a month. A
list of all students assigned to the specified Teacher / Case Manager with Annual Reviews occurring during the
specified month will be generated.

e Annual Reviews-Overdue: User will be prompted to use the drop-down arrow to select a date. A list of all
students who have Annual Review dates that will be overdue on or before the specified date will be generated.
Students are listed in chronological order based on Annual Review date.

Note: As a precautionary measure, users may wish to run the Annual Reviews-Overdue report ahead of
time to check for upcoming due dates.
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Class Rosters

e  Class Roster: User will be prompted to use the drop-down arrow to select a teacher. Choose the report options,
including disability assignments to include and report sort order, then click OK. This report will include both
primary and secondary class rosters.

Evaluation / Re-Evals

e PSYCHOLOGICAL TIME LINES - All Students: Generates a list of Evaluation / Re-Evaluation dates for all
students.

e PSYCHOLOGICAL TIME LINES - by Date: User will be prompted to enter a date range. Generates a list of
Evaluation / Re-Evaluation dates for all students within the selected dates. Other information displayed includes
Status, Primary Codes and LRE Codes.

e ELIGIBILITY TIME LINES - All Students - Alpha: Generates a list of Evaluation / Re-Evaluation dates for all
students. Other information displayed includes Status, Primary Codes and LRE Codes. Students are listed in
alphabetical order.

e ELIGIBILITY TIME LINES - All Students - Chronological: Generates a list of Evaluation / Re-Evaluation
dates for all students. Other information displayed includes Status, Primary Codes and LRE. Students are listed
in chronological order, with the earliest Evaluation Date appearing first.

e ELIGIBILITY TIME LINES - Select a Date - Alpha: User will be prompted to enter a date range. Generates a
list of Evaluation / Re-Evaluation dates for all students within the specified date range. Other information
displayed includes Status, Primary Codes and LRE Codes. Students are listed in alphabetical order.

e ELIGIBILITY TIME LINES - Select a Date - Chronological: User will be prompted to enter a date range.
Generates a list of Evaluation / Re-Evaluation dates for all students within the specified date range. Other
information displayed includes Status, Primary Codes and LRE Codes. Students are listed in chronological
order, with the earliest Evaluation Date appearing first.

e Evaluation by Month and Year - Monthly - Alpha: On the Report Desktop menu, verify the school year is
correct and select a month. The current month is chosen by default, but any month may be chosen. Click the
Monthly — Alpha button to generate a list of all Re-Evaluations due during the selected month. Other
information displayed includes Status, Primary Codes and LRE Codes. Students are listed in alphabetical order.

e Evaluation by Month and Year - Monthly - Chronological: On the Report Desktop menu, verify the school year
is correct and select a month. The current month is chosen by default, but any month may be chosen. Click the
Monthly — Chronological button to generate a list of all Re-Evaluations due during the selected month. Other
information displayed includes Status, Primary Codes and LRE Codes. Students are listed in chronological
order, with the earliest Re-Evaluation Date appearing first.

e OverDue Evaluation - Select a Date - Alpha: User will be prompted to use the drop-down arrow to select a date.
Generates a list of all students whose Evaluations will be overdue on or before the selected date. Other
information displayed includes Status, Primary Codes and LRE Codes. Students are listed in alphabetical order.

e OverDue Evaluation - Select a Date - Chronological: User will be prompted to use the drop-down arrow to
select a date. Generates a list of all students whose Evaluations will be overdue on or before the selected date.
Other information displayed includes Status, Primary Codes and LRE Codes. Students are listed in
chronological order, with the earliest Re-Evaluation Date appearing first.

Error Reports

e No Primary Teacher: Generates a list of students who have not been assigned to a Primary Teacher. Other
information displayed includes Disability Codes, School Number, LRE Codes, IEP Ending Date and Current
Eligibility Date. Students are listed in alphabetical order and grouped by school, if there is more than one school
in the district.
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e  Student with No School Assigned or Invalid: Generates a list of students who have no school assigned to them.
Other information displayed includes Disability Codes, School Number, LRE Codes, IEP Ending Date and
Current Eligibility Date. Students are listed in alphabetical order.

Historical Reports

e Historical Related Service: This report utility is used to generate a report of related services as drawn from
Version 5.2 and lower (as of 7/7/03) and Version 6.1 and lower (as of 6/1/04). Report parameters should be set
in the Report Desktop for Related Services filter.

Note: By default, the majority of the Historical Related Service report parameters will be set to include
all possible students in the report; these parameters may be altered to restrict the report to a certain
group of students, as desired.
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Child Count Utilities

Child Count Desktop

To access the Child Count Desktop menu, click the ﬁ icon in the STISets desktop.

The December 1 Date, which refers to the December 1 Child Count Date as entered in Preferences & Defaults in System
Files in the Utilities Desktop menu, is displayed in the upper-left corner. Statistical information about the most recent
Child Count procedure is displayed on the right side of the Child Count Desktop menu.

Under Counts, All indicates the total number of Special Education students in the system. Active refers to the number of
these students who have Active statuses in Child Count. “Errors’™ show the number of student records that have Child
Count errors, and % Errors displays the percentage of total student records with Child Count errors.

To print or preview a log (indicating the Creation Date and the User who ran the procedure, as well as error percentage

counts) of all Child Count Creation procedures that have been run, click the % (Print Child Count Creation Log) icon,
located on the right side of the Child Count Desktop menu.
The following sections describe the generation of Child Count in STISets, as well as the Error Checking procedure.

Users are advised to look through the most current Release Notes for STISets to check for any new
information about the Child Count procedure. Occasionally, the release notes may refer the user to the
STI Website for more details.

Generating December 1 Child Count
While the actual Child Count date will always be December 1, an up-to-date Child Count may be generated at any time
during the school year. This procedure is useful for catching and correcting errors in Child Count before December 1.
Perform the following steps to generate a Child Count:

e  Click the Utility Desktop E# icon and select System Files.

e Click Change to the right of Preferences and Defaults, near the bottom of the System Files menu. Verify that
the December 1 Child Count Date is correct. This date should equal 12/01/#### where #### is the current year.

e Exit the System Files menu and the Utilities Desktop.

e Click the Child Count Desktop % icon.
e Click the Create Child Count button.

e The Child Count Verify window will appear. Race Code 6 should match the race of the majority of students
enrolled in Special Education. Click Create Child Count.

e  After the Child Count procedure has completed, the user will be returned to the Child Count Desktop menu.
Error statistics will be displayed at the top of the menu.
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Child Count Error Reports
To investigate errors in the Child Count procedure, perform the following steps to generate error reports:
e Click the Child Count Maintenance button on the Child Count Desktop menu. The browse box on the left

side of the screen will display a list of all students who have been assigned Special Education Folders. Each
student whose record contains an error will be marked with a red button.

555454655
555772222
ES5EGT272 | InEligible/CC Date Eniolled
James 55577777 | InEligible/CC

sl el 11/01/2008 11718/2008 10/31/2008
Luciano 55554300 | InE igible/CC Primany Disabilty 13 AUTISM

Teacher 333888777  Adams, Robeits
LRE /FAPE BB 0% to < B0Z of the day with R

Annual Review Date  Eligibiiny Due Date

Dateof Bith  Age Gender Race  Grade
06/05M333 13RS F 5 3
Dther Programs |~ r r

Child Count Listings
Child Count Listing - 4| Chid Count Listing - Active |
Child Count Listing - Excluded|  Child Count Listing - InEligible |

Child Irfo. |Enor Feparts

Child CountError: @  Excluded: 3¢ 1

Al Active Enors % Ewors
6 2 4 66.67 q‘

RIRIRIERE

e Scroll down and click to select any particular student, and the demographic information on the right, which is
the Child Info. tab by default, will change accordingly. Child Count error statistics are displayed at the bottom
right side of the menu, identical to the Error Counts as shown in the Child Count Desktop menu.

e Use the error reports — which are described below — to locate and correct errors in student records.

e  After errors have been corrected, Child Count must be generated again to reflect corrections.

Note: The Child Count Error Reports feature is used for viewing or printing Child Count information
only. Any corrections made to remedy errors must be made from within each student’s Special
Education Folder, with the exception of errors in the Grade, Social Security Number, Date of Birth,
Race or Gender fields. These errors must be corrected within STIOffice.

A variety of Child Count Error Reports are available. Following are brief descriptions of the various Child Count Error
Reports:

Child Info

e Child Count Listing-All: This option will generate a list of Special Education students in alphabetical order,
with the Child Count status of each student listed to the right (Active or Ineligible/CC).

e Child Count Listing-Active: This option will generate an alphabetical list of only those Special Education
students who are Active for Child Count.

e Child Count Listing-Ineligible/CC: This option will generate an alphabetical list of only those Special
Education students who are Ineligible for Child Count.

e Child Count Listing — Excluded This option will generate an alphabetical list of only those Special Education
students who are excluded from Child Count.
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Error Reports
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e All Errors

0 Alpha by School: Generates a report with all Child Count Errors listed for each child. Students are listed in
alphabetical order. Also included are details on Disability Codes, LRE/FAPE, Annual Review Date, Re-
Evaluation Date and Date Enrolled in Special Ed.

o Class Roster: Generates a class roster report with all Child Count Errors listed for each child. Students are
grouped by teacher and listed in alphabetical order. Also included are details on Disability Codes,
LRE/FAPE, Annual Review Date, Re-Evaluation Date and Date Enrolled in Special Ed.

0 By School: Generates a report with all Child Count Errors listed for each child. Students are grouped by
school and listed in alphabetical order. Also included are details on Disability Codes, LRE/FAPE, Annual
Review Date, Re-Evaluation Date and Date Enrolled in Special Ed.

e Compliance Reports

o0 Compliance Total Errors: Generates a summary report of all Child Count Errors, broken into categories and
percentages.

e Field Errors

0 Exceptionality: Generates a report that lists students with invalid Primary Disability Codes. Other
information included here: LRE/FAPE Codes, Date Enrolled, Annual Review Date and Re-Eval Date.

0 LRE/FAPE: Generates a report that lists students with invalid LRE/FAPE Codes for their ages. Other
information included here: Date Enrolled, Annual Review Date, Re-Eval Date and Primary Codes.

0 Gender: Generates a report that lists students with invalid Gender Codes. Other information included here:
LRE/FAPE Codes, Date Enrolled, Annual Review Date, Re-Eval Date and Primary Codes.

0 Race: Generates a report that lists students with invalid Race Codes. Other information included here:
LRE/FAPE Codes, Date Enrolled, Annual Review Date, Re-Eval Date and Primary Codes.
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o Enrollment Date: Generates a report that lists students with Child Count Errors in their Enrollment Dates
(the date is either blank or greater than December 1 Date). Other information included here: LRE/FAPE
Codes, Annual Review Date, Re-Eval Date and Primary Codes.

o Evaluation Time Line: Generates a report which lists students whose Evaluation Dates are over the time
limit. Other information included here: LRE/FAPE Codes, Date Enrolled, Annual Review Date, and
Primary Codes.

o0 Annual Review: Generates a report that lists students who’s Annual Review Dates are over the time limit.
Other information included here: LRE/FAPE Codes, Date Enrolled, Re-Eval Date and Primary Codes.

Utility Desktop

The Utility Desktop feature is of special importance to the STISets System Administrator.

The following procedures should be performed in Utility Desktop to get STISets ready for general use.

To open Utility Desktop, click the icon.

System Files
System Files contain important information about the school using ST1Sets.

To access the System Files, click the System Files button under School / Employee Information in the Utilities
Desktop menu. Follow the steps below to make sure the System Files are set up correctly for the program:

e Main System File: Click the Change button to the right of the Main System File box to verify that this
information is correct. It is particularly important that the School Number be accurate.

Note: If STISets was installed with the STI1Office option (as opposed to the Non STIOffice option),
Main System File information will be automatically copied from the ST1Office System File when
STISets is first opened.

e SETS System File: Click the Change button to the right of the SETS System File field at the top of the screen.
The displayed information should match the information in the Main System File. If there is nothing listed, or if
the information shown is incorrect, do the following:

0 Click Cancel to exit the SETS System File menu. Then click the Change button to the right of the Main
System File box in the middle of the screen.

0 When the Main System File menu appears, click OK.
0 Exit the System Files menu and then exit the Utilities Desktop menu.

0 Reopen Utilities Desktop and select System Files. The STISets System File should now match the
Main System File.

0 System Defaults — UPDATE STUDENT FILE (GRADE SKIP): Enter any grade that should be omitted
from the System Maintenance procedure. This option is typically used when loading feeder school(s) for
pre-registration. Leave the field blank (or clear it after it has served its purpose) to include all grades when
System Maintenance is run in the future.

o Preferences and Defaults: Click Change next to Preferences and Defaults to verify the December 1 Child
Count Date has been set for the current year.

Note: STI does not recommend that the Child Count Date be changed except to report child count.
Current errors can be printed from the Report Desktop.
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o Error Checking on for Dates: Select this box to enable automated verification of Evaluation and Annual
Review dates on the designated Child Count date. See note onscreen for more details.

o Inactivity Time Out: The system administrator can set this to log off a user after a set time has elapsed. This
does not automatically save data. The user must click the OK button to save the form before leaving the
software unattended. This can be a safety precaution in case a user has to move away from the computer for
a period. If so, the software will log out and possibly prevent unauthorized access. There is no limit to the
amount of time that can be set. Setting the time out value to 0 will result in no time out whatsoever. The
time out takes effect the next time the user logs in after setting the time out.

Manage Data Path
Manage Data Path (available only for users with administrative access rights) provides the user with the ability to
open multiple schools from one workstation. To add/edit data paths, follow the directions below.

e Select Utility Desktop.

e Click on System Files.

e Click on Manage Data Path.

e Click on Insert and select or type the School Name, Data Path, Pic Path, and Hts path.

o If you want the datapath window to appear at start up, check the Show this window at start up box.

School(s) / Location(s)
Select this option in the Utilities Desktop menu to add, modify, delete or view information about any school involved in
the Special Education process.

e Click Insert to add schools to the list. All the schools for a district and other schools which they use (for
whatever reason) in STISets should be entered. All schools belonging to the district should be labeled “our
school”.

Use the drop-down arrow in the midljlggﬂrzzsmenu to select one of the following types of school reports:
e Simple School Listing
e  Detail School Listing
e Listing of Employees by School

Employees: Creating and Maintaining the List
To create, view or maintain individual employee information in STISets, do the following:

e Inthe Utilities Desktop menu, click Employee Types. A number of general employee categories come
preinstalled with STISets. If any additional categories need to be added, click Insert to enter a Type code and a
Type Description. Click OK to save and the record will be added.

e Inthe Utilities Desktop menu, click the Employees button to enter teachers and other employees involved in
Special Education. The list of employees is displayed in the Employee/Contracted Worker Security menu’s
browse box.

Note: Any pre-installed employee types, such as STI or Export Data, are included for utility/support
purposes and should not be modified or deleted.
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Adding Employees

To add an employee record to the STISets database, click Insert in the upper right corner of the Employee / Contracted

Worker Security menu. Two different scenarios may occur hexg:

[} sTISets 'v9.0 Kentucky Middle Beta Test Sch
File Edit ‘Window Help

Emplovee / Contracted Information
#

Last Name First Name ID.

| 555553214
| B5512345
| 999593358

Class room Teacher
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Agzistant Principal
@® 5T

Azzistant Principal

H]44) 4| 2| F[FHH

Security Level  Spstem Administrator

A -Adams, Roberta

Insert

Employee Filter

Filter Q
[ System Administrator v 2
@ Manager v 1
@ Teacher Deskiop v 2
O View Only I3 1]
M Modccess r 1)
Export/lmport ﬂ
Reports

Secuity Reports Emplovee Reports

sl&l g nH
tedicaid Modifier Information

If there are any employees in the STIOffice database who have not been added to the Special Education

Cancel

/

[ ]
employee list, the Move Teacher Information to Employee Information menu will appear, containing the names
of these teachers in the browse box. Select a teacher from the list and click Create to add that teacher to the
STISets Employee record.
Employee / Contracted Infomation
Last Name First Mame 1D 4
Emplayee Type School Mame:
Dale
Assistant Principal
Garcia | 556333214
Class room Teacher
| 55512345
ssistant Principal
® STl | 999399392
Assistant Principal
IIECIE R A R
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Last Name Lookup: |
[ ]

It is also possible to enter a new employee record from scratch by clicking the Néw Insert button; however, if

this is done, the employee record may exist only in the STISets database and not in STIOffice.
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Note: Three fields are required for creating an employee record: Teacher Number, First Name and Last
Name.

Importing or Exporting an Employee
This gives the user the ability to import or export an employee from one school to another school. This prevents you
from having to manually create an employee record for personnel who provide services at multiple schools.
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To export an employee record, follow these steps:
e  Open the Employee screen.
e Click the Export/Import button.
o Select the employee or employees you want to export using the Add or Remove buttons.
e  Use the ellipsis to locate where you want to export the file.
e Click Export.

e The file name is “EMPEXport.asc”.

BT

STUDENT

B
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Last Name First Mame ID.# Last Mame First Mame [
Emploves Type Emploves Type
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Import Erpart
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To import an employee record, follow these steps:
e Locate the “EMPExport.asc” file.
e Double-click the file.
e Highlight the desired employee.

e Click Import to add this employee record.

Entering / Modifying Employee Information
To enter or modify a record for an employee who is already listed in the Employee / Contracted Worker Security browse
box, either double-click that employee's name in the browse box or select the employee and click the Change button in
the upper right corner of the screen. After changes have been made, click OK to save.

A Note on User Access
Within each record, any employee who will use STISets must be assigned a two- or three-letter User Code (typically that
employee’s initials; a number may be added when more than one employee has the same initials); a User Group; and an
STISets Password. Passwords may be up to eight characters in length and may be chosen by teachers (then submitted to
the STISets Administrator for entry) or they may be assigned directly by the administrator.
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See the description below for security access defaults. If a user has been assigned Student Desktop access rights with
additional rights (e.g., a Speech Pathologist with access to the Create Folder Desktop utility), only a System
Administrator or other user with full access rights to the Utility Desktop may edit the current security access. A manager
may NOT edit rights for the Teacher Desktop, with the exception of Student Desktop and Print Access.

The following User Groups are available:

e  System Administrator: By default, a system administrator has full access rights to all desktops and can edit ALL
users’ security access rights:

Child Count = Full Access

Utilities = Full Access

o]
o]
0 Print Access = Full Access

0 Tools = Full Access

0 Medicaid = Full Access

0 Assign Student Process = Full Access
0 Create Folder = Full Access

0 Student Desktop = Full Access

e Manager: By default, a manager has NO access to the Utility Desktop, but the System Administrator may opt to
give the manager Employees Only access, which will allow the manager to insert and maintain security for the
program.

o Child Count = Full Access

o Utilities = No Access (Employees Only rights may be assigned to allow a manager to maintain employee
info)

Print Access = Full Access

Tools = Full Access

Medicaid = Full Access

Assign Student Process = Full Access
Create Folder = Full Access

Student Desktop = Full Access

O O 0O O O o

Rules regarding a manager’s ability to edit security information: A manager may create or
insert a new employee, but may NOT assign security rights that are higher than Teacher Desktop level.

A manager may only assign Group rights in the following areas: Teacher Desktop, View Only or No
Access.

A manager may not edit the rights of another manager or a system administrator.

The only DESKTOP access rights a manager may edit are Student Desktop and Print Access.

If a system administrator assigns a user Student Desktop access with additional rights to other desktops
(e.g., a Speech Pathologist with access to the Create Folder Desktop), only a system administrator or
other user with full access to Utilities Desktop may remove Create Folder access previously assigned
to that user.
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e Teacher Desktop: This group should be assigned exclusively to Special Education teachers/service providers.
Default rights include Student Desktop and Print Access.

(0]

O O 0O 0O O o o

Child Count = No Access

Utilities = No Access

Print Access = Full Access

Tools = No Access

Medicaid = No Access

Assign Student Process = No Access
Create Folder = No Access

Student Desktop = Full Access

Note: Members of the Teacher Desktop group will have access only to students assigned to them in
their capacities as Case Managers or Service Providers. No other students will appear on their
desktops — UNLESS specifically assigned by a user with access to the Employee/Student Assignment
screen.

When the Teacher Desktop group is assigned to a user, a Sub Group must be selected. The Sub Group field
will appear to the right of the Group field. Use the drop-down arrow to assign one of the following Sub
Groups:

1. No Access: The user will not be allowed to log in to the program.

2. Full Access: The user will have full access to all desktops defined within his/her record, with the
ability to edit information in the student record.

3. View Only: The user will have read-only access to all desktops defined within his/her record.
However, no information may be edited or printed.

e View Only: Users in this group have no rights to modify data, but may view it. Examples of persons who might
be assigned to this group include the principal or a regular classroom teacher who may need to see a student’s
Special Education record, but should not have the rights to change it.

(0]

O O 0O O O o o

Child Count = No Access

Utilities = No Access

Print Access = No Access

Tools = No Access

Medicaid = No Access

Assign Student Process = No Access
Create Folder = No Access

Student Desktop = Full Access

o No Access: Users assigned to this group will have no access to the program.

O O 0O O O o

Child Count = No Access
Utilities = No Access
Print Access = No Access
Tools = No Access
Medicaid = No Access

Assign Student Process = No Access
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0 Create Folder = No Access
0 Student Desktop = No Access
Desktop Rights

e  System Administrator: Has unrestricted rights to all areas for all students.

e Case Manager: Has unrestricted rights to all students on his/her folder caseload.

The respective access rights described above are assigned to members of each user group by default. However, the
System Administrator may define each individual user's access rights to any degree desired.

Customizing User Access Rights
To customize access rights for a user:

e  Open the user’s record in the in the Employee / Contracted Worker menu.

e  Click the drop-down arrow next to any Access Security field at the bottom of the record to give Full Access or
No Access to the field in question.

e Atany time, the user’s access rights may be returned to the regular system defaults by clicking the Set Access
Rights Back to System Defaults box above the Access Security fields.

Medicaid Information
Information should be entered here for employees who are Medicaid eligible.

e  Moadifier: Select the modifier from the drop-down menu.

o Modifier Assigned Code: Enter the sequential number assigned by the district. This number must be unique for
each teacher.

o Eligible to bill Medicaid: Check this box to indicate that the employee can create service logs.

Viewing Employee / Contracted Worker Records
After multiple employee records have been created, the user may need to browse the list for specific types of employees.
For this purpose, there are five view filters, corresponding to the five User Groups. These filters are located to the right
of the list of employees in the Employee / Contracted Worker Security menu.

e Uncheck afilter (System Administrator, Manager, etc.) to remove from view all employees who belong to the
group in the filter.

e  Only filter groups with check marks will be displayed. The data contained in the records is not deleted or
modified in any way, nor is it relocated. This option only affects the current onscreen display.

e The total number of users belonging to a filter group will be displayed to the right of each checked filter.
Colored symbols are displayed next to employees' names in the browse box to denote which employees belong
to a particular filter group.

Employee Reports
The icons below the Employee / Contracted Worker Security Information browse box can be used to generate a variety
of reports to help manage the employee list and control system security.
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Employee Student Assignment

Employee Student Assignment allows the user to assign student(s) to a specific service provider. Access to the Student
Desktop, Folder and Forms can be assigned entirely or in part. If a student needs additional information for a
reevaluation, access can be granted to another user/service provider in order for the form to be completed.

Click on the Employee Student Assignment button. The Security Desktop window will appear, divided into three

sections: (Left) Employees; (top-right) Stud

Flle Edb Window Help

ysiem Administralor
System Administrator
Manager

Spstem Administrator

Nohcsess
System Administrator

Teacher Desktop - Full Acceass

ts Not Assigned; (bottom-left) Students Assigned.

igned

o
Jeftrey

Bordavsky
Comins
Cicech
Ciuz
Culpepper
ExPORT
Eastood
Evans
Flintstane
Ford

|Fresman
HTS HoAcsess
Halee Ida Manager
Hil Teacher Deskiop - Full dccess
Hodges Ho ficcess
Jones Jahn NoAccess

\Viw Only
Manager
Ho Acce:

NoAccess
NionAccess

Nohcsess
System Ad

Teacher Desktop - Full Acceass

55
Teacher Deskiop - Full Access

Teacher Desktop - Full Access

W2 |r]n

Total Student's Assigned: 0

Sex| Race Grade DOE

05/03/1383
11/01/1986
02/04/1987
03/0/1331
05/20/1330
03/10/1383

2l

Studsfts Assigned

or
Teacher Desktop - Full Access

Ik

b Amrarne

Last Name

First Name

Sen] Race| Grade |

lomas
a4 4] 2] v [rr]
Security Maintenance

Irsert Changs Delete é

Reset ALL Emploees to Default Secuiy |

&l =

RIRNER

)]

Assigning / Inserting Students to Employees

e Select/highlight an employee (left side). The employee’s name will appear at the top-left corner of each window

in the process.

e Click on the Insert button at the bottom left.

File Edit Window Help

i il Security Desktop.

2 2
ta
Eil
Avant
LYNN
Karen
Share
lana
Casey
Gai
Kenry
Caroln
Chiystal
DATA
Clirt
Vicky
wima
Kara

Jennifer
5TI

Ida
Grant

Maintenance

Change |  Delete ﬁ

Fieset ALL Employees to Default Secuity

Secuity lavel

St

System Administiator

Manager

System Administator

Teacher Desklop - Full dccess
No hccess

System Administiator

Teacher Desklop - Full Access
iew Only

Access
Teacher Desktop - Full Access
No Aceess
Teacher Deskiop - Full Access

NoAceess
System Administrator

Teacher Desklop - Full Access
NoAcoess

Manager
Teacher Desklop - Ful Access
NoAcress

NoAceess

N A

&| =
|

Total Student's Not Assigned:

b

Student's Not Assigned

LastName  FirstMame | Folder Status | Sex Race Grade DOB

Austin Sarah Active F |5 10 05/09/1983
Blythe: Crigtat Active M1 12 1140171986
Elis Aaron Active M1 12 08/04/1987
Fleming James Active M3 ) 09/01/1951
Fox Jacoh Active M1 10 05/20/1950
Jeftrey Cole: | Active M1 10 08/10/1989
IR R R TR |
Total Student's Assigned: 0

tudent: ianed |
Last Name First Name | Ghatus Gex| Race| Grade |
IR R TR |
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o Inthe Student Security List window, select a tab at the bottom of the screen to assign rights to the appropriate
area (Student Desktop | Student Folder | Forms).

e Student Desktop Tab - Access/No Access Rights may be granted to the following items: Folder, Forms, STI
Office, STI Health, Reports, Archive Forms and Companion. The Set All drop-down list allows the user to set
all rights to either Access or No Access without having to click on each area.

{ @ Student Security List
Teacher Assignment D emagraphics

4506745 Asassaa, Aaaaa

Flease select a student  Add Security ]

Student's Not &ssigned | Students Assidned

Last Mame First Hame Falder Status | Sex Race Grade  DOB Age\ Last Mame First Mame Status Sex R
Austin Sarah Active F H 10 05/09/1983 |17

Blythe: Crigtan Active [ 1 12 11/01/1986 |19

Ellis Aaron Active [ 1 12 08/04/1987 |18

Fleming James Active [ 3 k] 09/01/1931 |14

Fox Jacob Active ] 1 10 06/20/1330 |16

Jeffrep Cole Active M 1 10 08410/1989 |18

IR ED 4 ﬂ|<«<?>»>l 4

Student Security Requirements

FoldeiBase  [Read/wite/Piint =]
Folder Disability: |Read/Write/Print £
Services: frite/Frin
Child Count:

STIDfice # STIHealth [yievs Oriy/Print

Medicaid

FieadWrite/Print >

iew Oy
iewy Onlp/Print

IF ead M/ rite
/Print

Blank Date - equals no expiration for employes for studen(s) selected
anted for each student selected based on teacher and I

Student Desktop Sludgi polder Forms

e  Student Folder Tab - View Only; View Only/Print; Read/Write; Read/Write/Print; No Access can be granted to
the following items: Folder Base, Folder Disability, Services, Child Count, Medicaid, STIOffice/Health. If no
General Expire Date is entered, the user will have access to these items for an indefinite span of time.

STumEnT

' Teacher Azsignment Demographics

aEn|
=

4535745 faasamaaa, haasa

Please select a student  Add Security

Student's Mot ssigned ] Shudents Assigned |
Last Name: First Mame__ | Folder Status | Sex | Race Grade DOE Age| | Last Name First Mame Skatus Sex| Race|
Austin Sarah Active F 5i 10 05/09/1983 |17
EBlythe Cristan Active M 1 12 11/041986 (19
Ellis Aaron Active M 1 12 08/041987 |18
Fleming James Active M 3 9 03/mA193 (14
» Jacob Active ] 1 10 0542041390 |16
Jeffrey Cale Active ] 1 10 084101383 [16
1 T I e I T 0 | I R N I S T o
Student Security Aequirements
,ED(;?:W Oriy ™ Complete Forms
 View Orlp/Print | T Prosess Manager Rights
© Plasdfwits I Unlock Forms
" Read/w/rite/Print
" Nosccess

Student Desktop | Student Foldsr Pomms

e Forms Tab - View Only; View Only/Print; Read/Write; Read/Write/Print, and No Access can be granted to
forms. You may also elect to give the user rights to Complete Form, Process Manager Rights, and/or Unlock

Formes.
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e When the desired rights have been selected, click on the Add Security button located at the top-right corner
and the student(s)’ name(s) will appear in the right side of the window, indicating that rights have been
assigned.

Changing Employee / Student Access Rights

e To change access rights, highlight the appropriate service provider’s name and click the Change button.

o Highlight the student whose access rights are to be changed.

o  Select the appropriate tab (Student Desktop/Folder/Forms).

e  Use the radio buttons to make the desired changes.

e Click the Update Security button to save the changes.

Note: Changing the Case Manager (on any window in the folder) removes security rights from that
user; the receiving case manager’s security will be based on access rights assigned in the Employee
File.

Deleting a Student from the Desktop
When access rights for a specific student have been assigned to a user, that student’s name will appear on the user’s
desktop. The student’s name will stay on the desktop until deleted.

The only instance in which a student needs to be deleted from a desktop is if the user is no longer a case manager, special
ed. service provider or related service provider.

Follow the directions below to delete a student from a user’s desktop:
e Highlight the appropriate teacher/service provider and click the Delete button.
e Highlight the student(s) to be deleted.
e Click the Update Security button to save the changes.

If a student is mistakenly deleted, he/she can be reassigned to the service provider by following directions above.

| p=

Note: ﬁ The Reset button to the right of the delete feature will reset the selected teacher to
default in Employee Files. To set all employees to the default settings, click on the button “Reset ALL
Employees to Default Security”

Deleting Employees
In the Utilities Desktop menu, select Delete Employees to delete employee or contracted worker records from the
STISets Employee File.

Two types of employees cannot be deleted: Those with System Administrator rights and those with Special Education /
Health Folders attached to them.

Highlight any employee to be deleted and click the Delete button. A second Delete Employee screen will appear as a
precaution. Click Delete Record to proceed or click Cancel to abort the procedure.
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Code Desktop

Select Code Desktop in the Utilities Desktop menu to enter, view or modify codes used in STISets. The Codes
Desktop menu will appear.

File Edit ‘Window Help

STUTEAT

& Codes Desktop

Maintenance

Fenetal Codes ‘Kantucky uCods Delete Status
Category for Record of Access frogram
Districts Utility Windows
Pspchalogical Codes | Languages | s Manager
Process Wizard
Goals and Benchmarks
Infarmation
Wiew Version Info
Additional Codes ‘ u

£l

Codes and their descriptions may be printed or viewed in report form by clicking the QI icon (Code Report
Desktop) in the corner of the Codes Desktop menu. This is a read-only selection. Data is entered via Code
Desktop and viewed or printed in Code Report Desktop.

Least Restrictive Environment (LRE) Exiting,, and Exceptionality codes come pre-installed with information
from the State Department. These codes may not be edited. Other codes, such as Districts, are drawn from the
STIOffice database. Alterations to these codes should be made in STIOffice, not STISets.

A note to STISets Administrators about LRE and Exceptionality codes: LRE and Exceptionality codes,
as preinstalled in STISets, will override their counterparts in the STIOffice application.

In STISets, LRE, Exiting, and Exceptionality Codes are located by clicking the u icon in the Codes
Desktop menu. In STIOffice, Special Education codes are located by clicking Utilities in the main menu, then
selecting Code Maintenance | Most Codes | Student | Sp Ed.

General Codes

Following are brief descriptions of the codes available in Code Desktop. A (P) next to the code name indicates the code
is preinstalled.

Category for Record of Access: Use to describe types of users who access student records. Examples include
State Dept., Parents, etc.

Districts (P): These codes are used for all school districts relevant to STISets.

Psychological Codes: This field will be utilized in STISets at a later date.

Goals and Bench Marks (P): The window on the left lists the ID, Bank Code and Bank Area for all Annual
Goals for Special Education students. The window on the right lists the ID, Auto ID and Data Bank information
for all Benchmarks for Special Education students. Select an Annual Goal on the left and the Benchmark on the
right will change accordingly. Two small fields at the bottom of the menu display the full text of correlated
Goals and Benchmarks. The 1D numbers in both fields will match. Printer icons are located at the top of this
menu.
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Note: STISets comes pre-installed with a bank of goals and benchmarks, but the user has the ability to
personalize this information. Items may be modified or deleted, and new items may be inserted.

e Languages (P): These codes are used to describe the primary language of the Special Education student.

o Additional Codes (P): Record of Access, along with Statewide Districts and Schools are displayed here.
Medicaid codes are also shown here.

b3 5TI5ats 'v9.0 Kantucky figh Tast S5chool

4 Coda Desktop
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e Kentucky State Specific codes

*4l Code Desktop - Kentucky
Codes
Forms Bank Types

& Frequency of Services

" Location of Services

" Related Services

" Special Edusatior Sewvices
¢ Notice Types

Frequency of Services

Code Description

Daly

BiWeskly

Tuwn Times Perweck.
Thiee Ties Per Week
Honthly

BiMonthy

Tuwn times per day
Thiee times per day
Quatterly

YRy

=

]| i
KT I I3 1

|5

o0 Frequency of Services: (P) Used to describe the timeframes for Related Services.

0 Location of Services: (P) Used to describe the location that services will be provided from. With v9.0
STISets, these codes are locked and can not be modified.

0 Related Services (P): Used to describe additional services or procedure for students.

o0 Special Education Services: Used to describe the Special Education Services.

o

Notice Types: Used to describe the Notice Types from ARC meeting notices.
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Kentucky - Codes tab

Fle Edit Window Help

[ Codes Desktop

Maintenance
General Codes  Kentucky - Codes | Delete Status
Piesert Level o Education Peromance Bark. | b ocrom
Supplementary Aids and Services Bark | Uity Window
Specially Desined nstriction Bank | s Manager
Frocess Wizard

Information

Wiew Version Info

& M

Pl

e Present L evel of Educational PerformanceBank: Contains fields for Bank Codes and the corresponding
Performance Areas. These codes are used to gauge students’ academic or other type of performance in the IEP
record.

e Supplementary Aids and Services Bank: This item contains supplementary aids and services records. These
records may be created and maintained here.

e Specially Designed Instruction Bank: This item contains specially designed instruction records. These records
may be created and maintained here.

Delete Status
This feature allows the user to delete those students whose status has been set at “Delete” within the student folder. This
screen will allow the user to delete individual students or delete all students who appear on this screen. This operation
will delete the selected student(s) from the STISets program.

STlSets 'v9.0 Kentucky High Test School RA -Adams, Roberta

me

Edaar 111444444
Edgar Richard mzzeze
Fiance FRiob 211111131
Flemer Fiobest 466538741
Flintstone “fima 211111124
Geoige Lenard 467325091
Gores Oscar 110000007
Guffie: Sandra 467372644

40- 80 Reqular Education | AUTISM
< 40% Regular Education AUTISM
80% or > Regular Education | AUTISM
80% or > Reqular Education | SPEECH OR LANGUAGE IMPAIRMENT
< 40% Regular Education AUTISM

40- 80%% Regular Education | MILD MENTAL DISABILITY
80% or > Reqular Education  |ORTHOPEDIC IMPAIRMENT DR PHYSI

Hoga Bass 120000022
Jemigan Bemice 120000024

40 - 80% Regular Education |OTHER HEALTH IMPAIRED
i N

Kinnon James 4E3287465 < 40% Regular Education HEARING [MPAIRMENT

Lewving Timathy 467654321 40- 802 Reqular Education  |EMOTIONAL - BEHAVIDRAL DISABILIT
Mouse Mickey rrrrrrn) 40 - 80%% Regular Education  |AUTISM

Piage Luciang 450000007 Public Separate Faciity MULTIFLE DISABILITY

Wioods Tiger 21121 80% or » Regular Education | SPECIFIC LEARMING DISABILITY
Zogler Fuzzy anmmaz ALTISM

FIRSI RN AR N
Total Count 13 Delete Selected Student Delete All Students =1 !I
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Utility Program

In the Utilities Desktop menu, click Utility Window to perform broad changes to various fields. The following options
are available:

Update Employee Schpol Numbers: Use whenever employee school numbers have changed.

Mass Change LRE in Pplders: Enter LRE codes spanning a desired range of fields. Click Process to make the

changes. This procedurg would typically follow from a code change at the state level. Prior to doing this
process, it might be helpful to print the L RE Codes from Code Desktop, Print Option, Least Restrictive
Environment.

13 Utility Window

Update Employes Schogl Mumbers | Update Student 5chool Mumbers |

Mass Change LRE 1Folders | Masz Change Primary Exceptionality in Falders |

Teacher / Contract Worker As4gnmemts by Schedule | Mass Change Case Managers |

Reset All Student Level Security to Defaults

Mawe Initial Placement tol)ale of Erroliment | Update Student Primary Caze b anagers

STUDENT

& Change LRE Code

LRE Code From || Update Student S choal Mumbers |

LRE Code To Cancel

Count Changed 0 Mass Change Primary Exceptionalty in Folders |

| Masz Change Caze Managers |

Reset All Student Level Security to Defaults

Move Initial Placement to Date af Enrollment | Update Student Primary Case Managers m

—

Move Initial Placement to Date of Enroliment: Clicking this button will copy placement date information to the
Date of Enrollment field. No information is displayed during this process, but a progress bar will flash while the
procedure runs.

Update Student School Numbers: School numbers will be updated in the student file. This procedure should
correct the problem of students who appear in the Special Education Folder menu with no school names listed.

Mass Change Primary Exceptionality in Folders: This option should be used if Exceptionality codes are
changed at the state level. Enter Exceptionality codes spanning a desired range of fields and click Process to
effect the changes.

Mass Change Case Managers: Allows Case Managers to be changed in batch form, by replacing or assigning
teachers to specific disability.
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o Reset All Student L evel Security to Default: PLEASE CONTACT STI SUPPORT BEFORE USING THIS
FEATURE. Resets all teachers to default security settings.

e Update Student Primary Case Managers

e Teacher/Contract Worker Assignment by Schedule: This option allows users who utilize STIOffice Scheduling
to assign teachers class rosters according to their schedule.
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STIDistrict Sets — Medicaid

Overview

The STIDistrict Sets application enables the district-level user to draw Special Education data from all local schools
into one database at the board office. This accumulated information may then be used to generate reports, on either a
school-by-school basis or by all schools collectively.

Other features of STIDistrict Sets:

e The program will generate the state-required district Child Count file, as well as additional reports pertaining
specifically to Child Count information.

e Local schools in the district may upload Special Education information to STIDistrict Sets as often as desired.

e Class rosters may be generated at the board office and sent to local schools for verification by Special Education
teachers.

e Child Count errors may be identified at the board office throughout the year, and then corrected at each local
school well in advance of December 1.

Student Desktop

Click the Student Desktop button to view demographic information, folder information, or forms on all Special
Education students.

Users familiar with ST1Sets will notice some differences in the appearance and functionality of Student Desktop in
STIDistrict Sets. This is because STIDistrict Sets is used for viewing rather than entering data.
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Viewing Student Folder
o Highlight the student in the browse box.

e Click the SI button at the right of the browse box.
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Viewing Non-Process Student Forms
o Highlight the desired student in the browse box.

e Click on the ﬁ button to the right of the browse box.
o  Click the button for the desired form
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COMMUMICATION DISOADE B0 OF » AEGULAR EDLUIC
AUTISH « 8% AEGULAR EDLICATT

SPECFIC LEaRNING IZI'SJB.IZI B AEGULAR EDLICA
MILD MEMTAL DISSRILITY &0 - 800 AEGULAR EDLICA
ML MEMTAL DISSEILITY &0 - B0 AEGULAR EDLUCA
SPECFIC LEARNING DF5AELFUBILIC SEFBFATE FACLIT
SEECEN | FaRMIG Fes.a8 B N8 BEGI AR ERIE,

=

SIAANOLD HUDS 04 1113235
S AAMOLD IENSIFER RHEETTT
= AAMOLD LUKE 11133333
= AAMOLD HEAL 11188ET77
SEEETHOVEN  |LUDWIG P ETEE
CSELAMKEMSHIF | PALILINE 1 20000012
CIERDIWH LLOVD e

8 EALMKER CLAREMCE ZEnIm
SIEALNNER MSAE Free s T
CTEFLMME R SHAFTIN NiIIia
S BLLLOC SaM DA FaliilFe]
ERCTILLIS KIMBERALY sl sy
EICILLING MK 2N
S COLIUITT JOmN 2
SICILALITT LN 111117110
SICULPEPPER (RESSIE 272484585
SICULPEPPER  (ERIC 1 M0
YEDGAR CLAYTON 111722068
SHEDGAR LEE 11H4addid
SEDGAR I FINA 1AA1H
SIEDGAR FICHARD i FeFerel
IFIHCE AOE munn
I GOREE D5CAR 110000007
SIGRIFFITH ANEY 1 10000020
I SFEARS BRIT Ty prererer
.} a3 TIFR A
Hame il Fi [

(== Iﬂm AT 1 Racw |
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View Forms for a Student
o Highlight the student in the browse box.

e Click on the E icon.

— E —— -
5 e i ki [ JEF e

= AR HLIDS08 VI M) SPECEIC LEARMNG DISASLED - A REGULAR EDUCA
T JERRFER EONEETTT 750 LD MEMNT AL DESARILITY mm FEGULAA EDLAC,
= ARNOLD LLNE NIE0EE 150 AUTISM A% REGLILAR EDUCATE
L T ME&L TIESETTT 150  MULTIPLE DEABILITIES -IZI BT REGULAR ETILICA
SBEETHIMEN LLDAG T4 190  COSMUSICATION DISORDE <« 0% FE GULAR EDUCATE
ke FRLINE 120002 130 mnﬂﬂnrﬁﬂﬂﬂEﬂ AL REGULAR EDUCA
= BRDwn LLOVD i T BFL REGLILAR EDLICA

W G BT R [LARENCE TGT TS0 Fumbillruﬂfﬂm EBLLAR EDLUCATE
5 N A BALEE ZEEIIAM TS0 SPEORIC LEASRmMG DISSSLa0s LIH » AEGUILAR ECUIC,
= BRLANNER SHARTN TV S0 SPECFIC LEARMMG DISASLAD - B REGULAR EDUCA
S LR D sl ST §50 COsinlsaCATi0M DeSORDERD - S REGULAR EDUCa
= COLLINES, WIMEERLY EODMEETS 150 LD MEMTAL DESASILITY &0 - BifE REGLILAR EDLICA
i COLLING: wALEl 2R 150 Fuw: TAOPas] MERCTAL DFSab: 00 RE GUILAR EDUCATI
& COLREATT JOEM IIDAUEES 15 CFIC LEAFBIMG DISASLETT OR » RESULAR EDUC
S COLOUAT LNDSEY L hl.., MEMTAL DESABILITY = 400) REGULAR EDIUCATE
5 CLLPEFFER EESTE TR T4 CFIC LE ARG DISASLE0S OF » REGULAR EDUT:
S CULPEFPER ERIC 1200000 150 HDI-EH-TAL DESARILITY &0 - 30% REGULAR EDUCA
I ELGAR LA TON TIZESS 190  SPEORIC LESFMMG DISSELE0 - 905 REGULAR EDUCA
= FDEAR LEE PIRALEARY TSD  ALTISM &) - 3P REGULAR FDUCA
SSEGAR s IBOAA 750 COssasaCATiN DIS0ADE ST OR » ADGE AR EDUC.
= EDEAR FECHARD I TS AUTEM « A% REGLILAR EDUCATE
ThiFapaCE R0E ZTin 15 mmcmn«mm B REGULAR EDLICA
= EOREE DSCAA TIONNDGT TS0 LD MEMTAL NSABHLITY 40 - B0% REGULAR EDUCA
SN GRFTITR AT TANO0IA0 #50 LD MERTAL DESABILITY o) - BiE: REGULAR EDCA
SEFEARS ERIT TANY ISR 190 SPEOFIC LEASNMG DISASUPUSLIC SEPSRATE FADLIT
= TN THRER HEEEEE T YS CIRE WA | i MR RTS NE :nr-'.u..r.rr-r._l
(vijee o7 ] » [un)ur] =
Bl L P} I

Eemis § BhDaadSos 101ASED] 10 Res !

—— e ]

Gardier W FHommesom 507 Sk ACTWE

e Highlight the desired form and click the Select button.

Fi REQUIRED DONSEMT TO EWALLIATE /FIE £VALLIATE

b BEQUIRED  CONSEMT FOR SPECIAL EDUCATION AKD PEL

’ REQLRED EVALLIATION PLANMING FORM

i REQUIRED  NOTICE OF ADMISSIONS AND FELEASE COhM

F i RQiRED CONFEREMCE LT ACTION MOTICE

¥ FEQUIRED  WALUTISM ELIGIBILITY DE TERMINA TN FOIRM

r BEQURED OEF BUND ELIGIRILTY DETERMING TON

e FEQURED  DEVELDPMENTAL DELAY ELIGEILITY DETERM

r FEQURED  EMOTUIMAL BEHAVORAL DISARILITY ELIGEIL

# FEQURED FLC THORUAL REMTAL DISARILITY ELIGIBILTY

! FEQUIRED  HEAAING IWPAIRED DISARILITY ELIGIBILITY DY

r REQURED MILD MENTAL DSSHRITY ELIGEMLITY DETERK

I FEQUIRED  MLLTIFLE DISARILITY ELIGIRILITY O TEFMIee

fi REQURED KOATHOPEDIC MPARMENT ELIEIUTY DETEF

ri FEQUIRED  [OTHER HEAL TH IMPARED ELIGESLITY DETER

i REQUIRED SPECFIC LEAAMBG DizaBLITY ELIBILITY DI
P - ——— —— ——— = =
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e Click the E button.

View Student(s) IEP
o Highlight the student in the browse box.

e Find and highlight the IEP, then click Select.

e View Student Data

¢ Highlight the student in the browse box.

3 -:EI
e Click the ‘ icon view STIOffice data.

e Click the ﬁ icon to view STIHealth data.

":iAFthII:IlD
S ARNOLD

3 BEE THOWEM
&9 BLANEEMSHIP
&9 BRI

B BRLINNER
=¥ ERLNNER
7 BRLINNER
&9 BULLOCK

¥ DOLLIMS

= COLUIMS

59 O0OLguITT
:\' CoLouITT

HUDSOH
JEMMIFER

LN
PALILINE
LLOND
CLARENCE
LLEUT
SHAROM
SEMDAS
EIMBERLY

Ll
JOHM

111222333 (150
ZXEETTT 160
111333333 150
111666777 150
Z11111744 180
120000012 150
kil
22N 11333 150
ZXXI3e44 IED
F1111134 150
211111123 16D
102103333 150
ZE2ORRSE 150
ZZTA44333 (150
111111118 150
ZZIMAE5EE 15D
A HO00S (150
111222685 N8O
111448444 (150
1NN ED
111222222 150
21111110 150
110000007 (150
120000020 150
prrrrrrr L)
1111121 H=n

SFECIFIC LEAFH-IINE I:II'SML-II] BOX HEE.IJLAFE EI:IIJEA
MILD MEMTAL DOSABILITY B0 OR > REGULAR EDUC:
AUTISH < 40% REGULAR EDUCATIC
MULTIFLE CASARILITIES Wi - B0% REGULAR EDLICA
CORBLUKICATION DISORDE « 40% REGLULAR EDICATIC
CORSUNICATION DISORDE A0 - B0% REGULSR EDLICA
DEAF-ELMD 40 - B0% REGULAR EDLICE
FLMCTIDMAL MENTAL DIS&l: 40% REGULAR EDUCATIC
SFELCIFIC LEARMING DISs8LENE OR » REGULAR EDLC:
SFECIFIC LEASHING DISASLAD - B0% REGLULAR EDLICA
COMSUNICATION DISOARDE 40 - B0% REGULAR EDILCE
MILD MEMTAL DISSBILITY 40 - B0X REGULAR EDLUCA
FUNCTI0MGL MEMTAL DISAlL 403 REGULAR EDUCATIC
SFECIFIC LEARHING DIS&ELED% OR » REGULAR EDUC
MILD MENTAL DISABILITY < 403 REGULAR EDUCATIC
SFELCIFIC LEASHING DISAELEDN% O » REGULAR EDUC
MILD MENTAL DISARILITY 40 - B80% REGULAR EDLICA
5FE L1HL LEASHING UIB\AHLQIJ BOX REGULSR EDLRCS
ALITISM - Bl% REGLILAR EDLICA
E‘CII-'-ILINI[‘.-!-TIDN DISOADE Bl]-t 0A > REGULAA EDUC:

< 40% REGLULAR EDIUCATIC
EF‘E [‘IFIC LESRNING D580 - 0% REGLLAR EDCS
MILD MEMTAL DISSAILITY 40 . B0% REGLULAR EDLACA
MILD MENTAL DOSARILITY A0 - B0% REGULAR ECILCA
SFELIFIC LEASHING DISAELPUELIC SEFARATE FACILIT
SEFTIFIC | FaRMING TS8R B NR s REGIE &R FTIC

Giade: E

Eirth Dainddgs 101171330

11 Facs 1

Gander B Homsipon: EOT Staluz: ACTIVE

L
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Reports

Click the icon to generate several district-level reports. The user has the option to select and define report criteria.

Viewing Default Reports
e Click on the tab and then the button of the selected report.

e Click on the Printer button on the Report Setup window.

1 Reports Desktop il

Student Reports |Kentuck_l,l State Reparts I System Totals I

Student Listings | Etident Listing i

Mizcellaneous
Annual Reviews
Clazs Rosters
Ewalustion / Re-Evals

Processes

Altemate Portfolio |

Transportation Summary |

Using the Report Setup Feature
o  Click the tab and then the button of desired report.
e Sort orders are available from the drop-down menu.
e  Check the box next to School in the Page Break area to start a new page for each school.
e To generate reports for selected schools, click the Schools button and highlight the desired school(s).
e On certain reports, remove the check next to Teacher and then click in the drop-down box to select one teacher.

e After all selections have been made, click the Printer button.
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Child Count

Click the

Creating Child Count

e Open the Child Count Desktop.
e Click the Create Child Count button.

e Select the Race Code 6-Other (this should be whatever your major student race is).

e Click the Continue button.

Manlenancs|nguire:

Cieate Chid Couni

|

A Child Count Deskbop

Child Couwnt Date 1201 /2004 Louris

Al Active
[ 0

Emoes X Erors
& 100,00

=/

Viewing Errors and Reports
e Click the Child Count Maintenance button.

Ji icon to create a district-level Child Count. Several reports may be generated here also. Key Codes
Error Reports allow you to easily see where your Child Count errors are.

e Each student with a Red Push Pin icon has errors. Highlight any of these students in the browse box, and

view the data to the right.

e Each student with a Red X has been excluded from Child Count.

o Click the Errors Reports tab and select button to generate an error report.

e Click the State Reports tabs and select Report button to generate state Child Count reporting.
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1 Child Count 3

First name
e

iy
Cristan
Carrolla Jamie
Craft Miranda
Dellawade Jenrifer
Elliz Aaran
Flemer Robert
Fleming James
Fou Jacob
Hurter Termi
Jeffrep Caole
Kintian Jamnes
Lewing Timothy
McGuire Samuel
Fiage Luciano
Scott Thomas

NI{{I 4 I ?I DIDDI DII

| Student 1d.

4754 4
5a5563097
BAG2377TE
478325419
BE5464655
Ba5405457
heEIv2Z22
BA5406780
h65486913
472741698
555405578
BEEFETTTT
555432100
475746983
BAGEE4300
475036954

Child Court Informaticr
45 School 123 Kentucky High Test Schoaol
;gg Date Enrolled Annual Review  Eligibility Due D ate
A58 02/03/2006 02/02/2007 02/02/2009
s Primary Disabilty 13 AUTISM
789 Teacher 911111110 Anglin, Bil
123
123 LRE / Fape BC
456 < 40% of the day with Regular Education Peers
123
789 Date of Birth Age Gender Race  [Grade
zgg 05/09/1989 17¥RS  F 5 10
7a9 Other Programs-
ARG I Homeless | [EEE: | GESS
| I'ESH: [~ Migrant
Child Count Listings
Al | Active |
Excluded J InE ligible/CC I
Child Infa, |Emor Reparts ] State Reports - 1 J State Report - 2 ]
Display
Exclude from Child Count > R T
Child Count Error > @ ¥
Child Counts
Total Active Errors % Emors
17 4 13 76.47 ﬂl

Exiting Report

The Exiting Report in STIDistrict Sets is generated with data that is entered both STISets and STIOffice. The Exiting
Report will report those students in STISets who: no longer receive Special Ed services; reached maximum age; or have
had Graduate Exit Information assigned. It will report those Special Ed Students in STIOffice who have been given a

withdrawal code.

In STISets Student Folder, the students can be exited using the exit types: No Longer Receives Special Ed or

Maximum Age
e Enter the exit date.

e  Select the appropriate Exit type.

Paient Rights

Motice of ARC Meeting
Conference Summary
Date Enrolled

Consent ko Evaluate/Re-Evaluate
™ FEligible but Refuzes Services
Date Eligible but Refused Services
Date of Eligibility Determination
Re-Eval Date
Pzychological Report Date

¥igion / Result Heanng / Result

05/09/2001
—

—
04/13/2008

0441242009

—

Communication

Result

[+ R =]

| E| ]

™ Deaf / Blind Registy

=

=

E arly Intervention

BeginDate | EndDate

|EF &nnual Review Date

[ Altenate Porfolio Cancel
Matification of Age of Majority ’7
Ineligible for Special Ed. Services ’7 &
Instructional Remedial Plan ’7

Student Representative Date ’7

Student Representalive |

Student Representative Felation ’7

Haome Schoal [if nat ane listed above|

Hame District [if nat your district | ~

Exit Pragram ‘'ear [mmddyy|

Exit Program Description (I ~ |

User Define Evaluation
Type of Evaluation
Expiles

Cla.

Lime

Mo Longer Receives Special Ed
b azimum Age

Date Days to Expire

0=
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Graduate Exit Information is entered in STISets in the Utility Window, Assign Graduate Exit Info.

IS L wenourr o

4 Utilities Desktop

School / Emplovee Information

Employee Types i
Employees Exit Infarmation Maintenance
Employes Student Assighment
Delete Employes(s)

Schaoollz] / Lacation(s)
System Files

Exit Information Maintenance:

STUDENT

Folder Maintenance

Delete Status

Code Desklop

Code Desklop

Utility Program

Llility *wfirdow

Process Manager

Process ‘wizard

Wersion Information

Wiew Yersion Info

@ Student Desktop

sTunoAT.

Last Hame First Name Grade |Exit Program Code | Exit Program Date | Status [~
tnthaony lewandiea 12 I 04/23/2003 Inactive
Bailey Robert 12 B 01/03/2008 Inactive
B aker Blair 13 C 05/25/2004 Inactive
Eaps Bridget 12 B 0B/05/2006) Inactive
Behne Kristina 12| B 01/03/2006 Inactive
[Beresford Madisan 13 Delete
Berger Bllisan 13 B 05/25/2004 Inactive
Bowin Angela 12 A 08/28/2003 Mat Eligible
Brecze essica 12| Active
Brock Kyle 13 A 08/19/2003 Inactive
[Campbedl eremiah 13 B 05/25/2004 Inactive
[Cann Tirnothy 12| A 03/m /2004 Inactive
Cantrill Corey 12 Artive
[Cambba Christopher 13 | 04/13/2003 Inactive
ICastee! George 12 B 01/03/2006 Inactive
[Claypole Kimberly 13 B 05/25/2004 Inactive
(Corad Eachariah 13 B 05/25/2004 Inactive
[Cummings {Amber 12 Refered
nE Prestin 13 B 05/25/2004 Inactive
Davis Corey 13 A 04/20/2003 Inactive
Dennis Mary 12| Active
Dennis Patrick. 13 A 04/18/2003 Inactive
Dickens acob 12| Active
Dotson oshua 13 H 01/12/2004) Inactive
Draper Cameron 13 B 05/25/2004 Inactive
JEET T g
Show Grades: Exit Type: [ x| EuitDate: [ Agsign Selected
1z 4 |2 2
v K 3 | Staus = ]| [

This screen will display all students in the STISets program for grades 12-14. Graduates should be assigned an exiting
type, status, and exit date. This can be done for multiple students assigned the same exit type. After this information has
selected he desired students, click Assign Selected. Repeat this process for each of the exit types.

L3 Ll
Exit Type:

4 3 Status:

mber 12
Prestin 13
Corey 13
b ary 12
Patrick 13

acob 12

oshua 13
Cameran 13

Graduated with Diploma
Graduated with Certificate
F etained

q

srmIT T M

Exit Date: A

Reached Mawiniurm Age
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After the Graduate Exit Information has been assigned for all the graduating seniors, there should be an upload to
district. The information from STISets and the Withdrawal Information from ST1Office will be used to create STIDistrict
Sets Exiting Report.

To create the District Exiting Report, go to Report Desktop, Kentucky State Reports.

X Reports Desktop
Shudent Reports |Kentucky State Feports | System Totals I

Student Listings

Lo oludent Uisfing

Miscellaneous
Annual Reviews

Class Rosters
Evaluation / Re-Evals

Processes

Altemate Portfolio
Transportation Surmmary

Student Labels

% Reports Desktop

Studert Reports  Kentucky State Reports |System Totals

Walidation / Race
Exiting Rsport Desktop
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e Select the desired Exiting Report and enter the Start and End Dates.

X Exiting Report Setup @

Stark 0701742006 =
End 0E/30/2007 =

R ace Code B-Other, Change to
CALIL HITE

Lontinue Cancel

e The Validation/ Age Report will list the students who have exit information by Name, Primary Disability, Age,
LEP, and Exit Code.

e The Validation /Race Report will list the students who have exit information by Name, Primary Disability,
Race, LEP, and Exit Code.

e The Exiting Report Desktop will report the analytical count of exiting students by disability, age, race, gender,
LEP, and exit code.
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Medicaid

The Medicaid Desktop in STISets allows the user to directly enter and maintain Medicaid service information without
having to access individual records in Student Desktop. It also allows for printing and submission in STIDistrict Sets.
This process begins at the school level in the Medicaid Desktop. In order for an employee to have access to Medicaid in
STISets, the employee must: be given access to the Medicaid Desktop; have the Modifier and Sequence Numbers
assigned; and have the Eligible to bill Medicaid box marked in his or her employee file.

Ui Medicaid Deskbop

Saean Michael

Amokd Hudgan
Bago Trawvis
Barnes Ay

LEN EEN IS Bl L

Face| Sex | DOB
M 10011.1950
Mo 08M2A350
M O5/MA1985
F O'1E3ES

Iﬂ Jreseil | Charge |

Piocadirs

NAfA4f A | 7| K [FE|FI

Edt ]
Delela |

g Dake

Reports

S Bt Cnsi e | G Fiinial |
r—Log Status

™ Open © Chosed © Both
Sesvice Lop Dbes Hangea———————————————
EBegn| 06/27/2004 % End| 06/2772004 4

[ ] R I3 I

Service Logls] | —Edit

[rala Log Ok Time . Uinits Plisgroosic Code & Dezciiplion Incert

2. 04 | 30el0ak |08 Z000aM 2 2070 « Shstering -
B 02242004 - Shitening LChange
B 252004 7.0 - Shtenng Delate
m 04262000 2070 Sty
] 0 - Shuttening
B 082372008 70 S rteing W Conpieted
B 04/21/2004 2070 - Shitening 3¢ Oeitled

In this section, the user

[ )
and click Delete.

Master Medicaid Register
ects procedures, dates, time, frequency and service provider before the services are provided.

Click Insert to create a record, or select a record and click Change to modify it. To remove a record, select it

Haster Medscabl Register (o Hichael Aaron F
Careel

Medcad Id 359393535

Frocedue

Beondate: | 0R/77/2004 EndDatec | 0B/27/2004

Frequancy |
Dumsbor: |

Pratesuoral Modihe

oo

Professional Modiis Nams |'

Stuparsizol Miodife

Supsraso Modie Name [

e

Drereead Fram
IEF Dats

Other Tyoe: |
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e  Select a Procedure from the drop-down list.

e  Set service dates.

e  Use the drop-down list to select a Frequency of services.

o Enter the duration of the services in minutes, such as 30.00.

e  Use the drop-down list to select a Professional Modifier Name.

e  Use the drop-down list to select a Supervisor Modifier Name.

e Inthe Derived From section, enter the IEP Date or Other Type (the latter may reflect ARC/Notice

Meetings/Conference Summary/ All other type except IEP).
e Click OK to save.

Service Logs

The Service Log is used to maintain information such as the date, diagnosis code and description for Medicaid Services.

Service notes may be entered here after services have been provided.

To add a record to the service log, make sure the correct student is selected in the Student Listing browse box at the top
of the menu, and then select the appropriate service record in the Master Medicaid Register browse box in the middle of

the menu.

ich 104111550
iruld Hiidzor 1 M (8121950 ]
Baiga Teavis 1 M 05041985 111003
Barres iy i F 09161985 121102
o1 1N e I LT | £ |
: | Iresail | Change | Crelate [
Procedure | Bez: 7| i

= Frint Cument Master | = PrrkAll |

—Log Stahus:
& Dpen{ Closed & Both

Im‘ Semvics Log Diates Range

LELEET NN e BN L1 T

Begn | 03727/2004 8 End| 08/27/2000%

Sevioe Logls] i |

CEdi-

Log I Tires | Lo Ok Tire | Uinis Dz
2 (e 20 0e M 3 ST - Shiathesineg
0320 00AM

02/240ma | o

u 3 70 - Shatesing
W 024952004 |08 2000AH 0520008 3 070 Shathesirg
B 0272004 |08 2000AH | 0520005 3 2070 - Shathesirg
B 0452550008 1000 0nss | 11000084 4 070 - Shathesing
B 042372004 [ 10:0000aM | 110000484 4 070
W 04/2172004 [10:00c00088 10000084 | 4 3070 -

04) 44 4I? PIH' I'II

e The user may Insért, Change or Delete records in this section.
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Service Log for: Michael Aanon

Brocadure Recard wil be Added Carcal

Protessional Hame: Deloal, Sybester Prafeszonal Modihier 9393 =
Supervising Professionat Dekat, Sewastar Profeszonal Modilier: 23059 ™| Completed Documed
#Hequired Finldly Graug Frogress NMoles
Crabe Lapgrears Locle & Pescmmiion Tame fem Tame et Urnitz Thorape B 55w Desommiion!

Mirwtes Weorked: 000

[ e | =] I 0 W‘

plaiesun Sy T Makeun

I Omit from Biling  Used in place of dedating recoed. Thiz record will be omitted fram B bling cycle. Mo oter changss will ba alowed aftar
recond iz changed wibh [Omit from Biling] checked on

e The current Date will appear by default; if the actual date of service is different, this may be changed. Use the
format of mm/dd/yyyy.

e  Use the drop-down list to select a Diagnosis Code and Description.

e Record the Time In and Time Out using military time format (for example, 1000 and 1430 would indicate 10:00
a.m. to 2:30 p.m.).

e If Group Therapy services are provided, enter the number of people in the group.
e Enter any Progress Notes in the space provided.
e  Check the Makeup box if the student has missed a session and the current record reflects a make-up session.

e The Omit From Billing option is used in place of Delete Record. If this option is selected, no other changes can
be made to the record.

e  Check the Completed Document box at the top of the menu and then click OK to save the information.

Medicaid Submissions
Medicaid Desktop in STIDistrict Sets allows users to make Medicaid submissions at the district level. Several reports are
included that will allow the user to produce error logs for both omitted and denied submissions.

Setup for Medicaid Submissions
The steps required for users to enable access to Medicaid in STIDistrict Sets are listed below.

e Activate Medicaid Desktop by doing the following:
o0 In Utility Desktop while in Edit System Information, press the CTRL and F8 keys together.

0 Type BILLMEDICAID into the text field labeled Medicaid PIN that appears then click OK. This will turn
on the Medicaid icon at the upper left of the tool bar.
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% Utility Desktop
—School/Employes |+

—State———

Employes Ky -

E mploy

S chool(z]/L

Process

—LChild Count Dates—————

Employes ke
— TPEEE | Cunent [T2/01/2004 3
Frevious | 3:

™ add System Informa =10 x|

|1?EI1

’7M edicaid PIN-—

—System Informatior— —Sypztem Inachivity Logaff

lm I 3: [Mirute

Cancel

=10] %]

ST iDmstrict Setn {w A0}

s

EQBIE

e You will also need to insert the effective billing date and service rate per unit for your billable employees. This
is done by going into the Employee Medicaid Info area of the Utility Desktop.

School/Employes |nfomation

——— Emplopee Iypes [ . J

Emplopaes

Employee Medicaid Mo
Schacs)/Locations]
Process M astet

System rdamation
Edit Systemn Info |

Code Desktop
Code Dasktop

s | ndomnation

Aed/E it Users

Access Tracking

64 e STIDistrict Sets — Medicaid STI_0621061600

2006 STISets KY



T4 ndd fEdit Employes Medicaid Info i E =0 =

E ffechve Duh:lﬁcwicc Aate

E mplopes T School | Emploses #
AMGLIN, BILL 911111110

AMGLIM, BILL (% 150 mnnn
CASH, JAa, 24, 150 944444444
CASH. JAbkiA, m 160 44444444

@ Irset || Change | Dt |

o Highlight the employee and click the Insert or Change button to open the following screen, where you may
enter this information. Delete will delete the selected employee from the list.

+% Adding Employee Info ;IEIEI

School 115
Employes & 1574
Ermployee Mame DEEAT, SYLWESTER

Effective D ate rm%

Service Hate per Unit Q.00

Employes Info
Medicaid Modifier 05
SPEECH-LAMGUAGE PATHOLOGIST

bedicaid Code 001

2k I Canzel

e Once these steps have been completed, you are ready to create the submissions for billing.

Making Medicaid Submissions

e To open Medicaid in STIDistrict Sets, click the
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EE Medicaid Submissions = o) x|

Id [ ate Timne Submission Amount 5

10712/ 2004

@ It Change |  Delete |

IrMedicaid O ——
e - ‘ Close
Repart - 4|

—|Logs in Eror

Lags to Submit o
Omitted Logs

D eriad Submissions(Selected)

4l Denied Subrmizsions >

e Click Insert to build a Medicaid submission. This will create the submissions that may be printed on
Health Insurance Claim forms.

e Click Change to unlock previously submitted transmissions. These must be unlocked before you may Delete
any build.

¢ Medicaid Reports will allow you to print any of the following:
0 LogsinError

Logs to Submit

Omitted Logs

Denied Submissions

o O O O

All Denied Submissions
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Appendix A

KDE Contacts

Data Policy Management and Research
(502) 564-5279

Windy Newton..................... Windy.Newton@education.ky.gov
Michele Kays ..................... Michele.Kays@education.ky.gov
Troy McGinnis..................... Troy.McGinnis@education.ky.gov
Attendance

(502) 564-3846

Sherri Clusky..................... Sherri.Clusky@education.ky.gov
Tracy Browning..................... Tracy.Browning@education.ky.gov
Calendar

(502) 564-3846

Sherri Clusky..................... Sherri.Clusky@education.ky.gov
Michael Speer..................... Michael.Speer@education.ky.gov

Extended School Services

(502) 564-4772

Jennifer Carroll..................... Jennifer.Carroll@education.ky.gov
Monica Simpson..................... Monica.Simpson@education.ky.gov

Federal Programs - Title 1
(502) 564-3791

Diane Robertson..................... Diane.Robertson@education.ky.gov
FRYSC

(502) 564-4986

Michael Denney..................... Michael.Denney@ky.gov

Gifted and Talented

(502) 564-2106

Leah Ellis.........cceeun.... Leah.Ellis@education.ky.gov

Greg Finkbonner..................... Greg.Finkbonner@education.ky.gov
Growth Factor

(502) 564-3846

Karen Wirth..................... Karen.Wirth@education.ky.gov
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Health Services
(502) 564-2706
Karen Erwin..................... Karen.Erwin@education.ky.gov

Homeless Children/Youth
(502) 564-3791
Mary Marshall..................... Mary.Marshall@education.ky.gov

KEES
(800) 928-8926
Rebecca Gilpatrick..................... RGILPATRICK@kheaa.com

LEAD
Education Professional Standards Board
(502) 564-4606

Cindy Godsey..................... Cindy.Godsey@ky.gov

Learn and Serve

(502) 564-4201

Joan Howard..................... Joan.Howard@education.ky.gov
Language Proficiency

(502) 564-2106

Shelda Hale..................... Shelda.Hale@education.ky.gov

Maureen Keithley..................... Maureen.Keithley@education.ky.gov
Edgar Adams..................... Edgar.Adams@education.ky.gov
Preschool

(502) 564-7056

Annie Rooney French..................... Annie.French@education.ky.gov

Non-Academic
(502) 564-5279

Chris Thacker.........covvn.... Chris.Thacker@education.ky.gov
SAAR

(502) 564-3846

Karen Wirth..................... Karen.Wirth@education.ky.gov
Safe Schools

(502) 564-3678

Libby Taylor..................... Libby.Taylor@education.ky.gov
Nijel Clayton..................... Nijel.Clayton@education.ky.gov
Secondary GED

(502) 564-4772

Jennifer Carroll..................... Jennifer.Carroll@education.ky.gov

Special Education Services
(502) 564-5279
Chris Thacker..................... Chris.Thacker@education.ky.gov
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Standardized Course Codes
(502) 564-9850

Robin Chandler..................... Robin.Chandler@education.ky.gov
TEDS

(502) 564-3472

Kimberly Rice..................... Kimberly.Rice@education.ky.gov
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